
Senior Event Manager 
 
Be a part of a dynamic team dedicated to providing a wide variety of healthcare meetings, events, and 
trade shows, including in-person, virtual, and hybrid events from beginning to end.  We are seeking a 
Senior Event Manager to lead the design and implementation of small, medium, and large-scale events. 
In this role, you will be responsible for the implementation and coordination of all event planning 
functions, including collaborations with key internal and external stakeholders to ensure that 
operational excellence and high-level outcomes are met. The individual in this position must be detail-
oriented, show a high level of professionalism and customer service, and express an attitude of 
ownership for program success and client satisfaction. This position reports to the Vice President, Event 
Management and may be fully remote.  
 
Key Responsibilities  

• Lead all planning and execution of event elements, including but not limited to attendee 
registration, A/V and production, hotel/housing management, DMC management, food and 
beverage, trade show management, and ancillary meetings, in addition to on-site event 
communication, event app and post-event survey and analysis 

• Creation and management of event master timelines  
• Selection of external vendors/venues, negotiate contracts to fulfill project and business needs, 

while optimizing budget, perform vendor management and expectation setting responsibilities, 
and on-going contract monitoring 

• Conduct site visits and evaluate vendor services/venues according to industry standards and 
stakeholder requirements and communicate and gain alignment on recommendations 

• Manage budget of respective events and make budgetary decisions based on experience and 
perceived value 

• Produce pre-event communications and post-event analysis, identify gaps and areas of 
opportunity and drive recommendations for change to streamline and improve overall 
efficiencies 

• Work with staff team members to research and implement new formats for events to enhance 
and deliver successful attendee experiences 

• Interact regularly with senior stakeholders and executives, understand their goals and objectives 
for various events and take a proactive approach to planning and executing current and future 
events 

• Evaluate and update or establish procedures relating to SOP maintenance around key activities 
for events to improve overall efficiencies 

• Prepare and present PowerPoint presentations for meeting briefings and debriefings 
• Mentor other employees on event planning, logistics and project management 
• Ability and flexibility to travel and perform weekend and evening work 

 
Requirements 

• Bachelor’s Degree 

• 6-8 years related experience with working knowledge of meeting management, hotel and venue 
contracting (healthcare meetings experience a plus) 

• Certified Meeting Professional (CMP) preferred 

• Excellent organizational skills and demonstrated ability to manage planning and execution of 
small, medium, and large-scale events 

• Strong project management skills, strategic thinker with the ability to oversee multiple 
simultaneous projects and to meet deadlines in a fast-paced environment 



• Project management skills with the ability to coordinate workflow, determine priorities, meet 
deadlines, and effectively balance competing demands 

• Detail-driven, superior organizational skills and analytical ability with special attention to detail, 
follow-up and accuracy 

• Excellent oral, written, and interpersonal communication skills with demonstrated ability to 
develop quality documents and correspondence 

• Demonstrated ability to work collaboratively across internal teams and external organizations 

• Ability to self-start and multi-task 

• Financial management skills, including the ability to develop and maintain a budget 

• Move easily between big picture thinking and managing relevant detail 

• Ability to approach challenges in a solutions-oriented manner 

• Works well under pressure and maintains professional relationships with colleagues 

• Flexible in a fast-paced setting with competing and ever-changing tasks and calm under pressure 

• Proficient in Microsoft Office suite; comfortable embracing new technologies and digital tools 
 
About BroadcastMed 
BroadcastMed is a groundbreaking healthcare media company that plans, produces, and promotes 
engaging healthcare content in the clinical setting using data-driven solutions to optimize marketing 
initiatives. The company's proprietary AI-driven data yields unrivaled healthcare industry insights to 
guide future marketing strategies and decisions for their clients. BroadcastMed delivers dynamic 
educational healthcare content to audiences around the world. 
 
Salary:  $80,000 


