Delegate Registration Coordinator 
The world's most exciting integrated association, communication and event management company, MCI, is looking for an experienced and highly competent individual to join our Conference Registration and Accommodation department.

With a global spread and a local focus, our mission is to help companies, governments and associations bring people together to create meaningful connections and win! www.mci-group.com

The role

This is a senior coordinator role for somebody with thorough knowledge of Events Pro software. You will manage database setup and the online delegate registration process, as well as be responsible for accommodation bookings and block management, predominantly for a key national association client. 
This will be a contract placement initially with the potential to convert to permanency. 

About you

You will be confident and have a great attitude towards producing quality work on time and with a smile. Your dedication to customer service will set you apart.
With an excellent phone manner, good judgment and willingness to take responsibility for all allocated tasks, you will enjoy a balance of email and database management as well as administration duties with daily telephone liaison with hotels, delegates, speakers, combined with being on site at our events around Australia.
You will have above average literacy and maths skills combined with a high level of common-sense  and overall general knowledge intelligence. You should demonstrate attention to detail, great listening skills, quick learning ability, and natural curiosity – plus a high degree of social and creative intelligence as well as energy and passion! 

You will be somebody who has already had at least 3 years in a similar role within the events industry who is comfortable in a global agency with a local focus. 

Environment and culture

In this important role, the successful candidate will work with national and international counterparts who are proud of our award-winning reputation as an innovative thought- and service-excellence leader. 

They will join 1,500 other talents from 56 offices in 29 countries who regard MCI as the employer of choice – and who feel that they have stepped into an amazing future with an amazing company.

MCI does not just offer jobs. This is a great career position for a talented candidate who has a commitment to excellence, is team orientated and focused on delivering quality service to our clients. As part of our international, highly spirited and professional team, you will be stimulated by the people orientated working atmosphere and inspired by business values focused on people development and opportunity.

Should you wish to join the most dynamic and innovative company in its field, you are invited to submit your CV with a letter attention to Suzanne Best, Director Human Resources, australiajobs@mci-group.com.[image: image1][image: image2][image: image3][image: image4]
