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We believe in the best possible nursing for people at home and in the community; we work with nurses and decision-makers to 

make sure that good quality nursing is available at home for everyone when they need it.



WELCOME FROM THE CHIEF EXECUTIVE

Dear Applicant,

Thank you for your interest in the role of Network and Events Co-ordinator at The 

Queen’s Nursing Institute (QNI).

The QNI is the oldest professional nursing charity in the world and is a leading 

voice for nurses working in the community. Our values of excellence, inclusivity, 

partnership, independence, advocacy, legacy and integrity underpin the charity’s 

strategic plan 2021-25 which is included in the pack. 

The community is where most people receive their care, with more than 90% of all clinical contacts taking 

place in a community setting. Healthcare providers – NHS and independent – are caring for more people 

than ever at home and in the community, avoiding unnecessary hospital admissions.

In recent years we have increased the range of activities we undertake, and the support we give to nurses 

to help them deliver excellent care in the community. Our work includes leadership development, nurse-

led innovation projects, standards for nursing education and practice, and a growing number of specialist 

professional networks, such as our homeless and inclusion nursing network. 

You would be joining the charity at a very exciting time. We are expanding our work with the 2500 Queen’s 

Nurses who deliver care in England, Wales and Northern Ireland. We are also launching a new provision 

for community healthcare provider organisations and the post holder will help coordinate this exciting new 

work. 

If you would like an informal discussion about the role, please do contact our Events and Membership 

Manager, Edina Peto, who would be very glad to hear from you.

Dr Crystal Oldman CBE, Chief Executive



ABOUT THE QNI

The QNI is the independent voice of community nursing in England, Wales and Northern Ireland, striving to 

influence health and care policy and supporting the nursing workforce, to ensure that people are provided 

with the best possible nursing care in their homes and communities, whenever and wherever that care is 

needed.

MISSION 

The QNI is dedicated to improving the nursing care of people in the home and the community. We promote 

excellent nursing care for everyone, where and when they need it, provided by nurses and their teams with specific 

skills and knowledge.

VALUES

Excellence: in nursing, supported by innovation and evidence.

Inclusivity: promoting and valuing equality and diversity in all that we do. 

Partnership: with people, organisations and policy makers, ensuring individuals, families, carers and communities 

are at the heart of all we do.

Independence: using data and intelligence to provide an independent voice. 

Advocacy: championing the unique contribution of all community nurses.

Legacy: cherishing our history whilst supporting innovation and new ways of working. 

Integrity: living our values and challenging inequalities.

STRATEGIC PRIORITIES/GOALS

Influence

1. Policy Influence and Development: to improve the health and wellbeing of individuals, carers, families and 

communities by influencing local, national and international policy, including through the use of the nurse’s voice.

2. Data and Evidence: to provide independent intelligence about nursing in the community and primary care that 

is relevant and needed.

       Quality

3. Innovation and Quality Improvement: to improve nursing practice in the community 

through developing, testing and evaluating innovative approaches to care.

4. Standards: to set national standards for nurse education and practice 

in community settings, which are recognised across the profession, 

educators and service providers.

Voice

5. Role models and Leaders: to develop, promote and support 

excellent and diverse nursing leaders and role models and to 

empower nurses to raise their voice and articulate their value.

6. Support for Nurses: to support the wellbeing of all 

community nurses, whether working or not, by listening 

and responding to their personal and professional needs.

OUTCOMES

Influence

The QNI is the organisation that is called upon 

to contribute to national policy development and 

implementation when shaping nursing services in the 

context of a wider health and social care system.

Quality

Evidence from the QNI regarding quality improvement 

and standards is used to inform policy, research, practice 

and education and is recognised at all levels in the system.

Voice

A diverse community of Queen’s Nurses and others in 

the QNI networks successfully lead innovation and change, 

challenge inequalities and make a positive difference to the 

care of individuals, carers, families and communities.



JOB DESCRIPTION

POST TITLE:   Network and Events Coordinator

CONTRACT:   Permanent

RESPONSIBLE TO: Events and Membership Manager

HOURS/SALARY: 35 hours full time, £26,200 per annum

BASE:   Central London (W1G 0LZ) – we are currently operating hybrid working and we ask  

   employees to attend our London office with their core team for one day every two  

   weeks as well as other occasional key moments such as away days, inductions   

   and training that is more effective in person. The role will also require travel   

   and attendance at external meetings, conferences and key events as appropriate

Job aims

The Queen’s Nursing Institute (“The QNI”) is a national charity which supports nurses working in the 

community in England, Wales and Northern Ireland to give excellent patient care. The QNI aims to ensure 

that nurses working in the community feel supported and valued for the work they undertake.

Our core programmes include setting standards in conjunction with universities for courses providing 

specialist nurse practitioner qualifications, delivering networks to support nurses in the field, and providing 

innovation and leadership programmes for community nurses.

The Programme, Network and Event Coordination Team is a key core team responsible for providing a 

comprehensive and efficient administrative support service to the QNI’s Directors of Programmes and 

Network Leads.

The post holder will require the ability to work in a fast-paced response environment, and will be highly 

efficient, proactive and confident in using their initiative. The ability to balance and prioritise several one-off 

tasks, alongside routine tasks, is essential.

It is envisaged that the Queen’s Nurse Network element will comprise 75% of this role.

Key priorities

Working with Healthcare Provider Organisations

• Working with the Events Manager to track key deliverables within the project

• Setting up webinars, meetings and assuring the underpinning administration and coordination Responsible 

for updating members’ details in CRM system and responding to member queries

• Creating newsletters with updates and event information

• Issuing invoices and following up payments

• Supporting the Events Manager in the delivery of in-person members’ events

Networks and Events:

Queen’s Nurse Network

• Sending regular email newsletters and updates to Queen’s Nurses (QNs)

• Supporting the current QN application process and assisting the development of new systems

• Creating and updating records on various platforms including MailChimp, Donor Strategy and spreadsheets



• Assisting with the organisation and delivery of the QN annual event: setting up event registration platform, 

creating Zoom events and liaising with attendees

• Supporting QN regional events with various administrative tasks

• Assisting the Director of Nursing Programmes (Innovation) with ad hoc duties

Conferences and events administration

• Contributing to the administration for online and face to face events Contributing to the administrative 

support for internal and external events such as conferences, launches (from 80 to 300 guests per event) 

e.g. guest list, dealing with dietary and mobility requirements, preparing certificates, responding to 

delegate enquiries and sending out updates

Wider team contribution

• Covering other administrator and coordinator work in their absence

• Contributing to team meetings

• Working with other staff on QNI events and activities as part of small team

Appraisal:

Regular informal meetings will take place with the Events Manager.

Formal appraisal meetings will occur twice a year when there will be an opportunity to review the work and 

revise the job description.

Personal and professional development will be arranged through consultation and as necessary considering 

the needs of the QNI and the post holder.

This job description will be regularly updated to reflect any changes in the level of responsibility, or duties 

associated with the post. Any updates or changes will be discussed with the post-holder.

NOTE: The QNI is a small organisation and it is important that the post holder should be prepared to be 

flexible and undertake such diverse activities as shall from time to time be necessary.



PERSON SPECIFICATION

Criteria Essential 

(E) /

Desirable 

(D)

Assessment

Application 

form (A)

Interview (I)

Education & 

Qualifications

A good general education with evidence of a high standard 

of literacy and numeracy (equivalent to GCSE English and 

Mathematics grade 4)

E Application 

form/

Interview

Skills & 

Knowledge

Minimum of two years’ experience of working in a coordination, 

support or administrative environment

High level of digital literacy including MS Office, MailChimp and 

event registration platform

Experience of using CRM packages to manage, distribute, and 

update work

Experienced in Zoom and MS Teams set-up for virtual/hybrid 

meetings

Experience of organising events/workshops

Attention to detail Good problem-solving skills

Experience of financial administration: raising purchase orders, 

following up on invoices etc.

Awareness and interest in Community Nursing

E

E

E

E

E

E

D

D

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

Personal 

Qualities

Proactive, flexible and enthusiastic

Highly organised and methodical approach to managing workload, 

including competing deadlines

Able to work on own initiative and deliver timely, high-quality 

results

Able to multi-task and work under pressure

Enjoy working on different tasks

Demonstrable commitment to equal opportunities

Able to communicate with people at all levels with interpersonal 

skills

Able to work within a small, multi-disciplinary team and manage 

several tasks at any one time

Able and willing to travel within the UK with occasional overnight 

stays

Willing to work outside of office hours as necessary

E

E

E

E

E

E

E

E

E

E

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I



OUR BENEFITS

Supportive Team

We are  committed to living our values of excellence, inclusivity, partnership, independence, advocacy, legacy 

and integrity. Many of us have been at the QNI for a long time and part of that is the value we place on being 

part of a team, both celebrating achievements but also supporting individuals through tougher times. At the 

core to this are our values which we believe come from our roots of having set up the first District Nurses 

in Liverpool 137 years and now live on in all nurses working in community. We believe one of the biggest 

reasons you would want to join us is the experience of working as part of our team.

Holiday

Full time staff are entitled to 25 days paid holiday.  In addition, the QNI will be closed between Christmas and 

New Year, affording staff an additional 4 days’ leave. In addition to the annual entitlement, staff are eligible for 

paid leave for all statutory and public holidays.

Workplace Pensions

The QNI has a generous workplace contribution scheme set at two levels. On the basis of a contribution 

by the employee of 3% it will make 6% contribution, similarly on a basis of a 5% contribution it will make a 

contribution of 10%.

Hybrid Working 

While formally the place of work for our employees is our office at 1A Henrietta Place, London W1G 0LZ, we 

do hybrid working. This means that full-time employees are expected to be in the office one day every two 

weeks for their team. 

Team Away Days

We gather as a full team at least four times a year. This is an important part of our work to celebrate the work 

we have done, an opportunity to knowledge share and input into future plans together.

Season Ticket Loan

We provide an interest-free season ticket loan.

 

APPLICATION PROCESS
We welcome applications from candidates who can demonstrate the skills and competencies to undertake 

the work. As a charity that values and celebrates patients and a diverse workforce of nurses, we are keen 

to receive applications from people who have experienced disadvantage and from those who are of Black, 

Asian and Minority Ethnic communities. 

As outlined in the person specification, this role provides a broad experience of working in the non-profit 

sector from which to explore different specialisms and development opportunities. 

Applications are welcomed from those with transferable skills, including recent graduates, moving careers or 

individuals returning to work from a career break. 

The deadline for applications is Monday 26th August at 23:59. Please complete the application form at 

https://qni.org.uk/explore-qni/about/vacancies/. Guidance notes can also be found at https://qni.org.uk/

explore-qni/about/vacancies/. Please also complete and return the equality and diversity monitoring form. 

Applications should be sent to our Events and Membership Manager, Edina Peto, at edina.peto@qni.org.uk. 

If you wish to speak to our Events and Membership Manager about the role, please email Edina to make an 

appointment. First interviews will be in person in the office on Wednesday 4th September 2024.

https://qni.org.uk/explore-qni/about/vacancies/
https://qni.org.uk/explore-qni/about/vacancies/
https://qni.org.uk/explore-qni/about/vacancies/
mailto:edina.peto%40qni.org.uk?subject=

