
About us 

The Geological Society of London is the UK’s professional body for Earth sciences and aims to 

improve knowledge and understanding of the Earth, to promote Earth science education and 

awareness, and to support professional excellence in the work of Earth scientists for the public good. 

Founded in 1807, it is the oldest national geological society in the world and is both a professional 

body and a learned society.  

Today, the Geological Society is a world-leading communicator of Earth science through its scholarly 

publishing, library and information services, leading-edge scientific conferences, educational 

activities and public outreach. It publishes a range of internationally recognised scientific journals 

and thematic volumes that are available online and in print to its members and to libraries 

worldwide (www.lyellcollection.org). The Society has built a reputation for providing policy-makers 

with impartial and authoritative input and advice based on sound science, including potentially 

contentious issues such as shale gas, radioactive waste, and mineral extraction 

(www.geolsoc.org.uk/geology-for-society).   

The Society has a membership (Fellowship) of c. 11,700, more than 2,000 of which are based outside 

the UK. Approximately 3,000 are Chartered Geologists or Chartered Scientists - professionals who 

have demonstrated a high level of technical competence in their field and a commitment to 

professional ethics. The Society is licensed by the European Federation of Geologists to award the 

title of European Geologist and works with partner bodies in the UK to maintain specialist 

professional registers. It also accredits undergraduate and MSc degree programmes, and in-house 

professional training schemes provided by employers.  

The Society is a registered charity, with an annual turnover of nearly £6 million, a balance sheet of 

£9 million, and a staff of around 55 located in London and Bath. 

Our strategy 

In 2020 the Society undertook a review of strategic options, building on its 2017-27 strategy. Arising 

from this work the Society’s four strategic aims for the coming years are to: 

• Advance multidisciplinary Earth science to inform global issues,

• Support professional development, careers and education in Earth science,

• Be the inclusive and collaborative home for UK Earth scientists and increase our

international orientation, and
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• Become a dynamic and responsive organisation with a strong digital identity.

Embedded within the Society’s 2017 Strategy are our values: 

• We strive to be impartial, authoritative, trustworthy and transparent,

• We promote diversity, equality, inclusion and respect for others across the geoscience

community,

• We promote social and environmental sustainability, responsibility and stewardship, and

• We seek opportunities to work collaboratively and aim to be recognised as a valued partner.

Our people 

The Society employs c. 55 staff at its offices in London and Bath. It is governed by a 23-strong Council 

of trustees representing the wider membership.  The Council is led and chaired by the President, 

who is elected for a two-year term. Honorary Secretaries and Vice-Presidents from within the 

Council are responsible for key areas of activity. 

Volunteers play an essential role in running the Society and delivering its activities, working in 

partnership with the staff, participating in committees and working groups, convening conferences, 

editing publications and taking part in communication and outreach work. 

The Senior Leadership Team consists of the Executive Secretary and three Directors: 

• Executive Secretary – responsible for delivery of the strategy and for the leadership and

management of staff at Burlington House in London and at the Publishing House in Bath,

• Director of Finance & Operations– responsible for finance, membership, facilities, health and

safety, information systems and human resources functions,

• Director of Science & Communications – responsible for science, policy, education, external

communication, and conferences/events, and

• Director of Publishing – responsible for the Society’s scientific publishing operations based in

Bath, and library and information services based in London.



Events Assistant Job Description 

Role: Events Assistant 

Reports to: Head of Events 

Salary: £12,900 (£21,500 FTE) 

Contract: 1 year fixed term with possible potential to extend, 0.6 FTE, Wednesday – Friday. It is 

expected the successful applicant would work 9-5 pm. Their core hours may shift around event 

needs.  

Location: The Geological Society’s offices are at Burlington House, Piccadilly, London. 

Job purpose: 

The overall purpose of this post is to support the Head of Events to deliver the Science and 
Conference strategy and ensure we succeed in achieving our Venue Hire targets. 70% of the post 
will be supporting with venue hire administration, managing enquiries, financial reconciliation, 
conducting show rounds, business development and room booking management for the society.  

The other 30% will be working to help the Conference Team with key administrative tasks including 
uploading website copy, responding to general enquiries, pulling together reports and some 
conference and venue hire event delivery.  

Key responsibilities and accountabilities: 

Venue  
• To effectively manage the room bookings calendar for all internal and external booking requests
• Produce weekly booking and staffing sheets and cascade across relevant persons
•To deal with venue enquiries in a timely and efficient manner, to alert the Head of Events to high
profile bookings.
•To maintain records of all venue enquiries and build a database of prospects.
•To have a sound awareness of all hybrid event facilities in order to be able to promote them to
prospective clients.
•To liaise with projection staff with regards to timings, payments, staff attending, training and use of
equipment.
•To ensure that all conference rooms and event areas are ready for use in advance of bookings.

Sales & Marketing 
•To ensure that all literature relating to venue hire sales & marketing is kept up to date
•To support the Head of Events with Business Development including attending showcases or with
ad-hoc marketing projects.

Catering 
•To provide catering information to clients and advise on suitable menus and rooms for use.
•To maintain good working relationships with the contract caterers and to ensure they follow Basic
Food Hygiene Regulations.
• To maintain effective communication with caterers relating to all orders and requirements.
•To oversee caterers whilst they are in the building
• To order and maintain stocks of wine supplies

Team work 
•To be proactive in identifying areas for potential improvement in the events programme



•To take part in developing more efficient ways of working within the team
•To ensure that positive working relationships are created with other departments at GSL
•To participate in team meetings

Other responsibilities and expectations: 
• To be proactive in identifying areas for potential improvement in systems with focus on sales and
income generation.
• Organising staff social events across the year
• Point of contact between the conference office and Reception, ensure they ae fully briefed on all
event activity.
•The post holder is expected to work flexibly to respond to changing needs at The Geological
Society. As the Conference Office operates a room hire service it is expected that the post holder will
undertake occasional out of hours working to ensure that this service can operate. Excess hours
worked will be compensated by time off in lieu.



How to apply 

To apply for this position, please forward a copy of your CV together with a cover letter to 

recruitment@geolsoc.org.uk. Please ensure that your cover letter fully addresses the appointment 

criteria in the person specification. 

Due to the current pandemic first round interviews will take place remotely, and final round 

interviews will take place at our premises in Burlington House, Piccadilly, London. Please let us know 

if you will require any special provisions to be made should you be called for an interview. 

As part of our inclusive recruitment initiative we have introduced the concept of blind recruiting in 

order to evaluate applicants solely on their skills and experience. With this in mind, we encourage 

you to: 

Anonymise your application by stating only your initials in your CV and cover letter. 

State your initials only in the subject line when sending your application.  

Ensure that you have included your contact number, as well as dates when you will not be available 

or might have difficulty with the indicative timetable. 

All applicants must have the right to work in the UK and adhere to the temporary Covid-19 measures 

in place to check your right to work. 

The Society is an equal opportunities employer. The post-holder will be expected to adhere to and 

support the Society’s commitment to diversity, equality and inclusion. 

RECRUITMENT TIMETABLE 

Closing date for applications: Sunday 8th August 2021  

Job starts: We hope to fill the role as early as possible 

   These dates may be subject to change. 

If you have any queries on any aspect of the appointment process please contact Farhana Begum, 

Farhana.Begum@geolsoc.org.uk. If you require further information or would like to discuss the role, 

please contact Emelia Spofforth-Jones, Emelia.Spofforth-Jones@geolsoc.org.uk.  
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