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Event Planning Volunteer 
Role Description
.
Role title: Events Volunteer
Organisation: Endometriosis South Coast (Charity No. 1186203)
Location: South Coast (multiple locations)
Role type: Voluntary
Hours: Flexible - event days plus occasional remote admin
About us
Endometriosis South Coast is a registered charity supporting people along the South Coast who are living with or navigating a diagnosis of endometriosis. Through community events, fundraising, peer support, and awareness campaigns, we work to ensure no one faces this condition alone.
Role purpose
To support the ESC Events Team in the planning and delivery of fundraising and community events, contributing both remotely and in person as required.
Key responsibilities
1. Support Events Team Leaders with pre-event administration, including updating planning trackers on SharePoint and sending outreach emails (e.g. contacting local businesses for raffle prizes and donations)
1. Attend events in person and assist with guest welcome, on-the-day tasks, and set-up and close-down as directed by the Team Leader
1. Handle on-the-day queries from guests in a warm and professional manner
1. Carry out any other tasks as directed by the Team Leader before or during events
1. Communicate proactively if availability changes
1. Handle all personal data in line with GDPR

Key Outputs
The table below sets out the principal contributions expected from this role and when they apply.
	Phase
	Deliverable / Output
	Timeframe

	Pre-event
	SharePoint trackers updated as directed by Team Leader
	Ongoing — ahead of each event

	Pre-event
	Outreach emails sent (e.g. raffle prizes, community contacts)
	As requested by Team Leader

	Pre-event
	Event admin completed (attendee comms, confirmations, follow-ups)
	As requested by Team Leader

	On the day
	Guests welcomed and supported throughout the event
	Event date (where attending)

	On the day
	On-the-day tasks carried out as directed by Team Leader
	Event date (where attending)

	On the day
	Set-up and close-down assistance provided
	Event date (where attending)

	Post-event
	Any follow-up tasks completed as directed
	Within timeframe set by Team Leader



Accountability
The table below sets out reporting lines and key working relationships for this role.
	Area
	Detail

	Directly accountable to
	Events Team Leader

	Day-to-day contact
	Events Team Leader (Sandra or Monika)

	Works closely with
	Fellow Events Volunteers; Events Manager

	External relationships
	Event venue contacts and suppliers as directed by Team Leader

	Escalation path
	Raise any concerns or issues with the Events Team Leader in the first instance; safeguarding or GDPR concerns to be escalated to the Events Manager immediately

	Decision-making authority
	Carries out tasks as directed by the Team Leader; no independent financial or operational decisions



Skills and experience
Essential:
1. At least 3 years of relevant experience in events, hospitality, fundraising, or community engagement
1. Reliable, punctual, and able to commit to confirmed event dates
1. Confident communicator with a warm, welcoming manner
1. Comfortable using online tools (e.g. SharePoint or similar) for basic admin tasks
1. Able to work as part of a team and follow instructions from a Team Leader
1. Commitment to ESC's values of equality, diversity, and inclusion

Desirable:
1. Previous charity or voluntary sector experience
1. Knowledge of endometriosis or women's / gender-diverse health
1. Based on the South Coast and available for in-person event days

What you will gain
1. Hands-on experience in charity events and community fundraising
1. A supportive team environment and regular check-ins with your Team Leader
1. The opportunity to make a direct, visible difference to people living with endometriosis
1. A volunteer reference upon request

All volunteers receive a full induction and briefing before their first event.
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