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o Contribute and be prepared with relevant information 

relating to partnership arrangements during meetings when 
required. 

o Co-ordinate information internally so that collaborations 
and engagement with industry across different functional 
areas are fully joined up. 

o Ensure internal business units of the BCS action aspects of 
the partnership agreements which fall within their remit. 

o Manage arrangements around new sponsorships and 
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through to delivery. 
o Provide administrative support for any meetings linked to 

international activities/opportunities. Co-ordinate 
administrative arrangements and record and track plans and 
delivery ensuring timely communications to 
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 potential issues and problems 
and takes action to address them 
in good time 

 
Able to work both independently 
as well as in a team 

 
Strong co-ordinator skills and 
good at multi-tasking with an 
ability to prioritise workloads 

 
Experience
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