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Vacancy:  

Communications & Events Assistant  
 
Do you have a passion for supporting improvement in the global sugarcane industry?  Do 
you want to apply and develop your skills to engage people and organisations in this exciting 
agenda? Then take a look at this opportunity. Bonsucro is looking for an Communications & 
Events Assistant to support our global team in communication outreach and event 
management.  
 
Bonsucro, the global sugarcane platform, is striving for a world where successful, professional, 
responsible sugarcane production is commonplace.  We are a global membership organisation 
backed by the world’s largest brands and over a quarter of the industry. In support of this 
ambition we own and operate the world’s most credible standard for certified sugarcane 
derived products.  
 
Engagement of members, partners and the broader stakeholder community is a cornerstone 
of Bonsucro’s activities. Online communication and offline events are critical for Bonsucro’s 
success as the global change platform in sugarcane. 
 
Bonsucro is looking for a passionate, dedicated and creative individual to join our team for an 
Communications & Events Assistantship. This is a paid position, ideally for 4-5 days per week 
for six months, although we can be flexible for the right person. It will be based out of our 
global headquarters in London, UK. The assistant will report to our Communications Manager. 
 
The Communications & Events Assistant will assist the Communications Manager in online 
and offline communications. In addition, s/he will support the team in London and our Regional 
Directors in Latin America, Africa and Asia in the organisation of events including trainings, 
regional summits, and our flagship annual event, Bonsucro Global Week, which will take place 
in March 2019 in Thailand. 
 
Bonsucro is offering an opportunity to be part of a young, dynamic and diverse international 
team that is committed to Bonsucro’s mission of creating thriving producer communities and 
resilient, assured supply chains. It is ideal for a recent graduate who is looking to gain 
experience of working in a global non-profit organisation that is at the forefront of sustainability 
in the world’s largest agricultural crop – sugarcane. To assist in organising our international 
events, the ideal candidate should have good written and spoken English skills – and 
proficiency in Thai would be a valuable asset.  
 
 
 
 
 

 
 



 
Assistantship Overview 
 

Tasks: 

• Event organisation 

o Processing online registrations and responding to enquiries 

o Programme production such as gathering of speaker photos and bios  

o Outreach and support to conference speakers and Bonsucro members 

o Liaising with venue, catering and other service providers 

o Logistics and planning for conference sessions 

o Drafting of conference materials (online and print) 

o Support in implementing conference marketing strategy 

o Determining multimedia support required for sessions 

• Communications 

o Website communications and editing 

o Creation of digital contant & management of campaigns, focusing on social 

media 

o Report writing 

o Event marketing 

 

• Other support work 

o Additional support work on other Bonsucro projects as needed 

o Occasional admin tasks 

 
Person specification 
 
We are looking for someone who is versatile and organised, with good people and 
communication skills. The right person is self-motivated and comfortable working in a dynamic 
environment with multiple tasks and activities to support.  The opportunity is ideal for someone 
who wants to gain valuable experience in how a not-for-profit organisation operates and have 
exposure to a very active and quickly evolving area of sustainability. 
 

Essential Qualifications, Knowledge & Experience and Skills 

• Educated to degree level (or equivalent) in a relevant subject 

• Strong organisational skills and time management 

• Experience of running social media campaigns 

• Ability to deal with enquiries via email and phone  

• Excellent English language skills (spoken and written) 

• At ease with IT-based systems  

• Confidence in completing administrative and logistical tasks 

• Creativity and ability to take initiative 

• Affinity with sustainability issues  

• Interest in event organisation and/or communications/marketing 

• Excellent interpersonal and teamwork skills 

• Volunteer/intern/work experience in an office environment through (ideally in 
NGO/professional environment) 

Additionally desirable 



• Thai language proficiency, Portuguese & Spanish are also desirable 

• Familiarity with sustainable sugarcane production and / or Bonsucro certification 

• Prior exposure to region/language in event locations  

• Prior experience in event support desired but not essential 

 

 
 
Other information 
 

Service Corporate Services 

Remuneration Based on London Living Wage 

Supported Communications Manager  

Location London 

Start date Mid-end October 2018 

Length 6 months at 4-5 days/week (flexible) 

Travel  Some overseas travel will be required 

 
 
How to apply 
Please send your CV along with a statement explaining how you feel you can meet the 
requirements of this role to joe@bonsucro.com. We will consider applicants on a rolling 
basis. Early submission is strongly encouraged. Please note that we will only be contacting 
shortlisted candidates.  
 
This job description reflects the core activities of the post.  As the service and the post-holder 
develop, there will inevitably be some changes to the duties, and possibly to the emphasis of 
the post itself.  We expect that the post-holder will recognise this and will adopt a flexible 
approach to work.  This could include undertaking relevant training where necessary.  The line 
manager will consult the post-holder if significant changes to the job description become 
necessary.  Any changes will be reflected in a revised job description. 
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