
               

 

Activities & Events Planner 

Who we are: AEIDL’s goal is to support the establishment of a Europe made by citizens for citizens, taking into 

account the unique social, economic, cultural and environmental aspects of each territory, in a process of 

sustainable development based on equal opportunities and partnership. 

AEIDL is routinely involved in projects aimed at bringing Europe closer to its citizens, promoting interaction 

between citizens and civil society organisations and promoting intercultural dialogue. 

As the EU LIFE Communications Team, AEIDL’s task is to provide technical support and assistance for European-

level communication activities. This primarily involves the dissemination of the results of supported projects and 

facilitating the transfer of experience and know-how to specific target groups. AEIDL is responsible for a variety of 

specific tasks, including the production and dissemination of thematic publications and best practices, the design 

and maintenance of the LIFE website and databases, and the organisation of seminars and events. 

 What we are looking for:  an efficient, well-structured, and highly organized Activities & Events planner who is 

able to juggle many different projects at the same time. You’re a proactive team player who isn’t scared of stepping 

in to support your colleagues. You have minimum 3 years of communication experience at EU level, preferably in 

EU institution, industry, consultancy or trade association. This is a fulltime, Brussels based role, reporting to the 

LIFE communication team within a cross-functional team.   

What we offer: A challenging and motivating role with an attractive remuneration based on experience and the 

possibility to work within a dynamic and multicultural team in the heart of Brussels. 

Key tasks include: 

 

 Assist in the organisation of medium and large-scale events, including speakers contact, drafting 

programmes, logistical coordination, promotion of the events, shipping of brochures, etc. 

 Keep track of the stock of promotional material. 

 Contributing to producing and editing activity reports. 

 Overseeing, recording and updating the budget for events and mission expenses. 

 Liaise with printers and subcontractors. 

 Execute any other organisational and administrative tasks as needed. 

 

Professional qualifications: 

 University degree in Communication and PR, marketing, or any related disciplines. 

 Fluency in English, with proven writing skills; knowledge of additional languages is welcome. 

 Previous experience in organising events is considered a must. 

 Excellent analytical, planning and organisational skills. 



 Ability to multitask and work under pressure and with tight deadlines. 

 Committed and flexible team player, able to work in a multi-national environment, to deliver on short 

notice and to multitask. 

 Excellent IT knowledge (sending out invitations, updating calendars and databases, etc.). 

 Outgoing personality. 

How to apply: Send your CV and cover letter explaining why you think you are the right person for this job to 

mob@aeidl.eu, before the 05/02/2018.  
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