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Congrex UK is looking to recruit an experienced Meeting Planning Manager to be based in our 
London office.  In this capacity the Meeting Planning Manager will report to the Account Manager 
of Congrex UK.   
 
The main purpose of the role is to ensure the projects are delivered to a high level of client 
satisfaction, within the constraints of the specified time and resource schedule, quality and cost 
parameters.  Plan tasks, assign resources, monitors and tracks progress for projects and report 
to the management team.  Together with the Account Manager the Meeting Planning Manager is 
responsible for managing client relationships to maximise the opportunity for long-term business 
relationships.  
 
Key responsibilities 
·  Responsible for the strategical, logistical and financial management execution of a project 

during pre-planning, on-site delivery and post event closure 
·  Responsible for set up and follow up and monitoring of project budgets, financial 

procedures and cash flow as well a post event reconciliation and financial evaluation in 
liaison with the financial manager and account manager 

·  To communicate with a diverse range of clients and be able to anticipate their culture 
differences, backgrounds and specific needs  

·  Communicate with and manage supplier delivery within the project 
·  Schedule, plan and conduct regular meetings with client both during pre-planning and for 

post event evaluation 
·  Assist as required the sales team with operational content for the proposals and sales 

presentations 
 
Profile 
A results focused individual with minimum of 2 years Meeting Planning Manager experience are 
mandatory along with an understanding of the meeting and events industry, ideally within the 
association and corporate markets. We are looking for candidates with a commercial way of 
thinking, a hands-on mentality and excellent team work, communication and social skills in order 
to be able to liaise effectively with clients, potential clients and internal colleagues.  Excellent oral 
and written skills with strong attention to detail are a necessity, whereas knowledge of a foreign 
language will be considered as an advantage.  
 
Additional requirement 
Excellent organisational and communication skills, strong attention to detail, ability to multi-task, 
ability to find solutions, keen team player, flexible and willingness to travel. 
 
Terms of employment 
This is a full time role, based in our London office.  Our core office hours are 09:00-
17:30, with 20 days annual leave. 
 
If you would like to be considered for this position, please e-mail your CV 
and covering letter to jobs.uk@congrex.com . 
 
All applications and communications will be treated as strictly confidential 

Congrex provides services 

tailored to our clients’ needs 

when organising meetings, 

events, conferences, association 

management, travel and 

accommodation. Established in 

1982, Congrex serves a variety 

of industries from our offices and 

partners located around the 

globe. Our extensive client base 

includes national and 

international associations, 

governmental organisations and 

corporations. 

  

Our Values 

Caring 

Imaginative 

Efficient 

Reliable 

 

Address 

Congrex UK Ltd 

26-28 Hammersmith Grove 

London 

W6 7BA 

T: +44 (0) 20 8834 1014 

I:. www.congrex.com 
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