 Chartered Institute of Internal Auditors

________________________________________________________________________


JOB DESCRIPTION

PARTNERSHIP AND SPONSORSHIP MANAGER
Reporting to:

Head of Events and Partnerships
Business Unit:

Events
Main Purpose of the role:

To deliver partnership and sponsorship revenue targets for Chartered IIA’s partnership programme. Grow and diversify the portfolio of Chartered IIA’s partners and sponsors. Develop strong, long-term relationships with our partners and sponsors and ensure they have a valuable experience working with the Chartered IIA.
Staff responsibilities:

	Quantitative Dimensions of the role:


	

	Number of staff for whom the job holder is responsible
	nil

	Number of staff reporting directly to job holder
	nil

	Total budgetary responsibility of job holder
	£350k (2025-6)

	Discretionary expenditure authority of job holder
	£nil


	Principal Accountabilities
	How they are achieved
	How they are measured

	Business development and account management

	· Increase sponsorship revenue through in-person and virtual events-related business development.

· Where possible, secure sponsorship revenue for key research reports or any other high-profile content-related products.
· Develop and maintain meaningful relationships with partners and sponsors to understand their needs and ensure retention, upselling and cross selling.

· Work with the Head of Events & Partnerships to develop and diversify the partnership and sponsorship portfolio by identifying new sales opportunities and recruiting new sponsors.

· Attend external industry events to network with organisations and identify new prospects. 
· Maintain regular contact with new and existing partners and sponsors through virtual and face-to-face meetings, phone and email.

· Investigate new opportunities with existing corporate partners by building relationships with their key points of contact.
· Assist in the creation of new sponsorship packages to satisfy demand and adapt to opportunities presented by new venues and formats.
· Advise partners and sponsors on the best options for them to help them achieve their objectives 
· Explore potential new products and markets.

· Recommend integrating new commercial formats and solutions that can increase partnership and sponsorship revenue generation.
	Revenue targets across Chartered IIA’s Partnership and Sponsorship programme are met or exceeded.

High partner/sponsor satisfaction and retention rates.

Growth of sponsor/exhibitor portfolio. 
Accurate weekly and monthly reporting. 


	Sales 
	· Manage forward planning of entire sales process.

· Create and send robust, detailed sponsorship proposals and contracts ensuring that all signatures are collected.

· Create, send and record invoices assisting with queries when required 
· Contribute to the creation of accurate, engaging sales collateral.

· Maintain accurate database of sponsorship contacts, prospects and existing.

· Collect sponsor feedback and arrange debrief meetings where appropriate. 

	Accurate and up to date schedule of prospective targets produced.

Accurate information is added to system with minimal changes.

Accurate information provided with minimal changes, and deadlines are met.



	Event Delivery
	· Attend Chartered IIA’s flagship events; Internal Audit Conference, Audit & Risk Awards, as well as other smaller events as required.
· Support events team to fulfil all contract deliverables

	Feedback from partners and sponsors is positive.



	Budgeting and reporting
	· Track and report on sponsorship revenue against budget.


	Costs and income are in line with budget.

Weekly report produced and shared with line manager.

Any risks are escalated to line manager in a timely fashion.



	Risk Management
	· Identify and flag strategic risks to senior management in line with the Chartered IIA’s risk strategy.

	Line manager feedback.

	Other Duties
	· Undertaking other relevant projects / activities as required by the Head of Events & Partnerships or Director of Communications & External Affairs.
	Activities undertaken as directed.


Environment and Challenges of the role:

The Partnership and Sponsorship Manager will be responsible for managing the Chartered IIA’s Partnership and Sponsorship Programme.
The role calls for a wide range of skills and attributes. The post holder must have excellent planning, organisation and communication skills and be able to work under pressure. The postholder will work with multiple departments within Chartered IIA: Events Team, Technical Content & Research Team, Membership Team, Marketing team, Finance team. The role holder will directly engage with a wide range of external stakeholders including Chartered IIA volunteers and members, corporate organisations, sponsors and exhibitors, venue and service providers, prospective partners and sponsors.
The postholder will also need to be flexible in terms of working hours as some events will require travel and occasionally working unsociable hours (early mornings, late evenings).

Experience and Skills:

Essential

· Educated to A level or equivalent
· Significant events related business development experience (event sales, event sponsorship management and marketing)
· Experience of building and managing relationships with key/corporate clients
· Track record of hitting sales targets
· Good understanding of the process and planning of event sales
· Knowledge of event revenue models, including sponsorship packages
· Good financial acumen
· Excellent negotiation skills
· Excellent teamwork skills
· Excellent stakeholder management skills
· Good networking skills
· High quality presentation skills
· Ability to work to multiple deadlines and under pressure
· Ability to identify and exploit new opportunities
· Accuracy and attention to detail

· Resourceful in taking initiative and problem solving

· Ability to communicate professionally and effectively with a wide range of people
· Experience using MS Office and are competent with MS Outlook, MS Word and MS
· Experience in using event registration data in a CRM system
· Able to travel occasionally within the UK
· Able to occasionally work early mornings/late evenings to attend events
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