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In this role you will assist the project team and the meeting planning and/or registration 
manager. 
 
Key responsibilities 
Assistance with coordination of (one of) the activities as below: 
• Scientific programme 
• Registration and payments 
• Printed matter and websites 
• Exhibition and sponsoring 
• Social events and tours 
• Hotels 
• Congress logistics (venue, catering, transport audio visuals etc.) 
• Onsite events 
• General administrative tasks 
 
Profile 
Experience in the congress / event industry would be a great asset. 
• Higher level education (HBO) 
• Fluent in Dutch and English (knowledge of other languages beneficial but not   
  mandatory) 
• Excellent knowledge of all established IT programmes (Excel, Word, 
  Outlook, PowerPoint) 
• Team player, good communication and social skills 
• Hands-on mentality 
• Creative and innovative 
• Flexible and no 9-to-5 mentality 
 
Terms of employment 
Fulltime (40 hours) 
 
If you would like to be considered for this position, please e-mail your CV 
and motivation letter to Janneke.vankempen@congrex.com . 
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Efficient 

Reliable 
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        Trainee (m/f) 

Caring about 
    your career 


