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Event Coordinator 
Recruitment Information 
 

 
About AAT Events 
 
AAT Events Ltd. is part of a group of companies and brands in mass participation sports 
events. 
 

 
 
 
Our mission is to inspire, motivate and engage people of all ages and abilities in 
outstanding sporting event experiences that create a lasting legacy of physical health 
and wellbeing in their lives. 
 
All of our work in event conception, development and delivery is led by our vision of a 
culture where every person in the UK can take part in an inclusive, organised event that 
supports their health and wellbeing. We see event experiences as a way to motivate and 
inspire, whilst connecting people with venues, locations and the outdoor environment 
that they may not otherwise enjoy. We aspire to be not only the busiest mass 
participation sports events organiser in the UK, but the most respected, thereby helping 
to raise the quality of event experiences across the industry. 
 
Since our establishment in 2013, we have grown from managing a local events portfolio 
of popular park-based 10Ks into the busiest mass participation sports company in the 
UK. Behind every development, one new event or venue at a time, we have applied our 
mission, vision and principles to a long-term strategy. 
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Alongside our own events programme, we manage and deliver events and timing 
services for more than 50 charities, running clubs and commercial organisations ranging 
from children’s triathlons to cross-country running championships. 
 
In 2022 and beyond, we will be rebuilding a leading portfolio of events following the 
Covid19 pandemic. 
 
 
About the Role and Working at AAT Events 
 
As we continue to grow in both our own event development and delivery on behalf of our 
clients, we are seeking an outstanding individual to join our small team working from our 
premises in Marlow, Buckinghamshire with some remote working at events in Surrey, 
London and Berkshire. 
 
This new role will bring together all elements of our marketing and social media activity 
for all brands to engage with our participants and the public. Complementing the existing 
team, the role will focus on continuing to develop our brand identities, lead day-to-day 
marketing activity and drive sales.  
 
If you’re excited by working in a fast-paced organisation, where attention to detail and 
the highest standards of customer service are at the heart of creating rewarding live 
event experiences, we’d like to hear from you. 
 
We think of our working week in two parts; Monday – Friday with flexible hours and 
Saturday – Sunday delivery of events with a time-off-in-lieu system. 
 
We don’t discriminate for any reason, including race, sex, religion, age, national origin, 
marital status, disability, genetic information, sexual orientation, gender identity or 
appearance – either in providing employment opportunities and benefits or in our day-to-
day work.  
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Event Coordinator 
Recruitment Information 
 

 

Job Description 
 

 
Job Title 
 
Location 
 
 
 
 
 
Salary 
 
 
Status 
 
Hours and Flexibility 
 
 
 
Holidays 

 
Event Coordinator 
 
Marlow, logistics warehouse and office, 
and remotely, plus event locations in 
London, the South, the Midlands and 
elsewhere in the UK 
 
 
£18,000 – £22,000 per annum 
 
 
Permanent 
 
Full time, 37.5 hours per week, Monday – 
Friday with some essential event 
weekend days, where time off in lieu 
offered. 
 
25 days per annum 

 

 
The Event Coordinator will: 
 
Event Planning 
 

• Assist Event Managers and the Director in preparation of event documents 
and coordination of event logistics 

• Lead the planning of a proportion of core events in portfolio, each event 
varying in size, location and time of year 

• Plan site use, run courses and provision of supplier services for each event 

• Coordinate volunteer and crew recruitment, scheduling and briefing for events 

• Prepare official event planning documents for venues, landowners, partners 
and other stakeholders, including risk assessment and safety management 
provision 

• Manage relationships for each events’ venue representatives, other 
landowners, authorities or stakeholders 

• Support event delivery and operations as a key member of event delivery 
teams 

• Review and evaluate annual and monthly events using consistent measurable 
factors and key performance indicators 

• Identify opportunities to enhance event operations or participant experience 
and implement changes through both office-based and event delivery teams 
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• Contribute to event programming, strategy and vision of the business and the 
diversity of the event portfolio, including the conception, development and 
delivery of new event opportunities 

 
 
General 
 

• Support office management, stock management, procurement and purchasing 
as required 

• Conduct research to inform strategic and operational business decisions 

• Contribute to team meetings and update colleagues and partners on all 
general progress as appropriate 

• Financial administration, budgeting and record keeping within business 
systems 

• Provide feedback on event delivery team performances, identify areas of 
training and development for individuals and identify talent 

• Hold an event delivery role at events.  
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Marketing Coordinator 
Recruitment Information 
 

 
How to Apply 
 
Send us a covering letter, CV and a completed Equal Opportunities form by 5pm on 
Tuesday 4 January 2022.  
 
Tell us in your letter why you’d enjoy this role and what interests you about delivering 
mass participation sports events. Your CV should be no longer than two pages and 
should clearly demonstrate your relevant skills and experience. 
 
Make sure you supply a phone number, email address and postal address, and confirm 
that you have the legal right to work in the UK. 
 
Please ensure that you include details of two referees and their contact details – we 
won’t contact them before checking with you. 
 
Send the CV and covering letter to helllo@aat-events.com with the subject line Event 
Coordinator Recruitment. 
 
Candidates selected for interview will be informed by Thursday 6 January 2022. 
Interviews will be held in online, between Friday 7 – Wednesday 12 January 2022. 
 
For any queries about the role or this recruitment, contact Craig Thornton by email 
craig@theraceorganiser.com. If you’d rather talk on the phone, just request a call. 
 
 
Data Protection Statement 
 
Any personal data submitted to AAT Events in the course of this recruitment process will 
be held securely and processed solely for the purposes of recruitment. It will be held for 
the duration of the recruitment process only, or if employed by AAT Events, for the 
duration of the contract of employment and to fulfil the statutory, or recommended, 
retention periods when no longer an employee of AAT Events. We comply with data 
protection legislation at all times. 
  

mailto:helllo@aat-events.com
mailto:craig@theraceorganiser.com
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Equal Opportunities Monitoring Form 
 

 
AAT Events is committed to offering Equal Opportunities in employment.  
 
To ensure that discrimination on the grounds or race or sex, or disability is avoided, 
applicants are asked to complete this form and return it as the point of submitting their CV 
and covering letter.  
 
Information collected will form a confidential, anonymous statistical record which will not be 
used for any purpose other than ensuring Equal Opportunities in recruitment and 
employment were offered. 
 

 
Post applied for:  
 
Date of Birth: 
 
Please indicate which of the following most accurately describes you: 
 
Gender Identity 

I identify as:     Female    Male     Prefer to self-describe   Non-binary  
 
Ethnic Group 
I am  □ White – British     
 □ Other White Background  
 □ Black or Black British – Caribbean  

□ Mixed – White and Black Caribbean 
 □ Black or Black British – African   

□ Mixed – White and Black African 
 □ Other Black Background   

□ Mixed – White and Asian 
 □ Asian or Asian British – Indian   

□ Other Mixed Background 
 □ Asian or Asian British – Pakistani   

□ Other Ethnic Background 
□  Asian or Asian British – Bangladeshi 
□         Chinese or other Ethnic Chinese 
□ Other Asian Background                                                                                          

  
Disability 
Definition: The Disability Discrimination Act 1995 defines a disabled person as one who has 
physical or mental impairment which has substantial and long term adverse effect on their 
abilities to carry out normal day to day activities. 
 
Do you have a disability?  Yes   □  No □ 
 
 
If yes, what is the nature of your disability? 
 
 
………………………………………………………………………………………………… 

    


