Events Organiser Role Description
About the role: Our ocean needs you! 
The Events Organiser role aims to support the Marine Conservation Society by providing representation at local events such as festivals, fairs and fetes. As an Events Organiser, you’ll attend local events and distribute materials to engage and inspire attendees. 
[bookmark: _Int_3yNMAnGZ]We don’t have enough staff to supervise stalls at local events, so you will be an enormous help in raising awareness about our work. As a volunteer, you have a unique and valued perspective on the Marine Conservation Society, so we hope you can bring elements of your own ocean experiences to your community. We want a range of volunteers, from different locations and backgrounds, to be confident representing the ocean.
We aren’t expecting you to come to us with all the experience and equipment needed to run events. You’ll receive training and resources to help you set up and run beautiful and informative stalls on behalf of the Marine Conservation Society. This includes receiving an “events pack” of branded materials, and online training to help you feel confident when out and about. After training, you’ll be able to talk about key topics and signpost attendees to more information using your supply of resources. 
[bookmark: _Int_l1pVZb95]Through this role, you’ll play an important part in our fight to secure healthy seas.

Why is this role important to us?
By being present at local events, together we can:
1. Educate. Provide information and resources to event attendees that help build knowledge and understanding of the ocean.
2. Promote. Drum up interest for the work of the Marine Conservation Society, and direct event attendees to learn more, donate, become a member or volunteer. 
3. Increase reach. Tap into local audiences that may be unfamiliar with the work of the Marine Conservation Society.
4. Remind. By handing out flyers and freebies, event attendees will be more likely to remember the Marine Conservation Society and the work that we do. 

What’s in it for you?
We hope that being an Events Organiser proves to be a rewarding and varied experience. Through this role, you will:  
· Develop strong skills in events organisation and administration
· Learn about the work of the Marine Conservation Society and ocean conservation more generally
· Meet new people and learn how to inform them about important issues
· Do something meaningful for your community.

What to expect as an Events Organiser 
There are two ways that events may be arranged:
1. You may be contacted by the team because an event host in your area has requested a Marine Conservation Society representative. It's possible that you’ll be asked to travel to the event (expenses can be claimed) but it is up to you to determine the distance and time commitment you are comfortable with. 
2. If you're confident, please don't wait for the team to contact you. When you feel ready, you can contact fairs, festivals or fetes in your area and ask if they'd like you to set up a stall. We can't cover the cost of events that charge to attend, so please check with the event host that there is no attendance fee!
We offer an “event pack” to all Events Organisers that includes everything you should need to set up your stall. The pack contains posters, leaflets, a tablecloth, pens, postcards and bookmarks. You’ll also receive a briefing document that provides some helpful information and images of example stalls for you to take inspiration from. We expect that you will always supervise your stall apart from when taking comfort breaks. If you do need to leave the stand unattended, you should tell the event host and take any personal valuables with you. 
We need you to be passionate and positive when advocating for the work of the charity. You'll represent the Marine Conservation Society brand and values. Sometimes, you might have to keep your personal views, well, personal. For example, you may be vegetarian or vegan, but we wouldn’t want you to delve into this when talking to an event attendee because the Marine Conservation Society promotes sourcing sustainable seafood. You will also need to avoid wearing clothes that have political slogans on. 

Support available 
· You can review the online training as many times as you want. 
· You can use the events pack and request top-up stock if needed.
· We have drafted example emails that you can use and adapt if arranging your own event. 
· You can reach us with questions or feedback on seachampions@mcsuk.org or 01989 566017 extension 295.

New Events Organiser Checklist
If you’re reading this document, you have probably already:
· Registered your interest in being an Events Organiser and completed the online form. 
· Signed up to Marine Conservation Society Volunteer dashboard via our website.
· Attended a Sea Champion welcome session – Sign up on Zoom. 
· Completed training on the online platform, EdApp. You may have to create an account. This is recommended but not mandatory!
Next, please make sure you have ticked off everything on the list below before attending any events.
· Read this role description document thoroughly.
· Read the Sea Champion Handbook for relevant policies and health and safety information.
· Visit the Events Organiser section on our website (using the password Seabird123).
After you attend an event, please:
· Record each event you attend using the Volunteer Activity Record. 
· Email seachampions@mcsuk.org if you have any questions, stories or feedback from the event! 

Accessibility information
Before your event, we recommend that you speak to your host about any facilities or reasonable adjustments you need. All event venues will be different in terms of their accessibility, much of which depends on if they are indoors or outdoors. Some spaces may have wheelchair access, automatic doors, accessible toilets and disabled parking, and will allow service dogs inside. Outdoor spaces may have accessible paths, sheltered areas or outdoor toilets. 
