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Congrex UK Ltd is looking to recruit a Registration Consultant to be based in our London office.  
In this capacity, the Registration Consultant will report to the Registration Manager. The Congrex 
London operational team work closely with their colleagues in the Glasgow office as well as 
teams in other Congrex offices outside the UK.   
 
The main purpose of the role is to assist Registration Managers with participant management 
and fulfilment by delivering projects to a high level of client satisfaction, within the constraints of 
the specified time and resource schedule, quality and cost parameters.    
 
Key responsibilities 

·  Registration processing and administration 
·  Database management 
·  Participant liaison 
·  Managing deadlines 
·  Assist in the creation and management of registration forms – online and hard copy 
·  Assist with financial reconciliation 
·  Assist with onsite planning 
·  Working on site to coordinate assigned responsibilities 
·  Assist with general administration 

 
Profile 
A results focused individual with an understanding of the meeting and events industry, ideally 
within the association and corporate market.  We are looking for candidates with a commercial 
way of thinking,  a hands-on mentality and excellent team work, communication and social skills 
in order to be able to liaise effectively with clients and colleagues.  Excellent oral, written and 
organisational skills with strong attention to detail are a necessity.  We are looking for a person 
with a minimum of 3 years administrative working experience demonstrating advanced database 
skills.    Knowledge of a foreign language and affinity with IT will be considered as an advantage. 
 
Additional requirement 
Experience of customer management and creation of online forms would be considered as an 
advantage.   This position requires the flexibility and willingness for international travel.  
 
Terms of employment 
The Congrex Group offers the opportunity to work independently using your self directed skills in 
a creative and pro-active manner.  Congrex offers good conditions of employment and benefits, 
including possibilities for career development. 
 
If you would like to be considered for this position, please e-mail your CV and covering letter to 
jobs.uk@congrex.com. All applications and communications will be treated as strictly confidential. 

Congrex provides services 

tailored to our clients’ needs 

when organising meetings, 

events, conferences, association 

management, travel and 

accommodation. Established in 

1982, Congrex serves a variety 

of industries from our offices and 

partners located around the 

globe. Our extensive client base 

includes national and 

international associations, 

governmental organisations and 

corporations. 

  

Our Values 

Caring 

Imaginative 

Efficient 

Reliable 

 

Address 

Congrex UK Ltd 

F.A.O. Caroline Loetscher 

26-28 Hammersmith Grove,  

London, W6 7BA  

E-mail: jobs.uk@congrex.com 

Telephone: +44 (0)20 8834 1014 

For more detailed information, please 

visit our website: www.congrex.com  

 

        Registration Consultant (m/f) 

Caring about 
    your career 


