
 

 

Head of Events 
Schmidt Science Fellows  

 

About Schmidt Science Fellows 
Our vision is a world where interdisciplinary science flourishes without limit, driving 
innovation and accelerating discoveries to benefit the world. 
Global challenges cannot be addressed by one discipline alone. By bringing together 
different perspectives, ideas, and skills, interdisciplinary science broadens our view, 
enhancing our ability to innovate and solve complex problems facing science and 
society. 
Our mission is to change how science is done. Working with the scientific 
community, we want to help break down barriers to interdisciplinary science and 
accelerate positive impacts for global society. 
To help scientists solve bigger problems faster, we are identifying, developing, and 
amplifying the next generation of science leaders.  Through our Fellowship, we are 
building a community of scientists and supporters of interdisciplinary science and 
leveraging this network to drive sector-wide change. 
We are working with partners on a series of ‘initiatives for change’ aimed at 
accelerating interdisciplinary science and dismantling existing barriers to progress. 
These efforts are part of our strategic plan to work with the wider scientific 
community in fostering the adoption of innovative strategies, structures, and cultures 
that support interdisciplinary science and facilitate sector-wide change. 
Schmidt Science Fellows is an initiative of Schmidt Sciences, delivered in 
partnership with the Rhodes Trust. The Program was launched in 2017 by Eric and 
Wendy Schmidt.  
To learn more about Schmidt Science Fellows and our mission, please watch our 
film, ‘Science Needs to Change.’ 

 

https://youtu.be/SDgQWrZLjNk


 

 

The Position 

We are seeking an exceptional Head of Events to lead the design and delivery of 
world-class convenings that inspire scientific collaboration, strengthen our global 
Fellowship community, and advance the mission of Schmidt Science Fellows. 

Events are central to how Schmidt Science Fellows delivers its mission. Through 
thoughtfully designed convenings, we develop the next generation of science 
leaders, foster lifelong connections across disciplines, engage influential partners, 
and showcase the power of interdisciplinary science to the wider scientific 
community. 

Our annual events portfolio includes intimate leadership development programs, 
international scientific convenings, high-profile stakeholder events, and flagship 
public showcases. Together these events bring hundreds of scientists, university 
leaders, philanthropists, funders, policymakers, and partners together in experiences 
that are intellectually rigorous, operationally excellent, and intentionally designed to 
build lasting relationships. 

Our recent events have taken place in North Carolina, California, Washington, DC, 
Oxford, Toronto, and Singapore, often in partnership with leading universities, 
scientific organizations, and global philanthropies. 

Reporting to the Deputy Executive Director, the Head of Events is responsible for the 
strategic design and flawless delivery of all Schmidt Science Fellows events. 
Working closely with senior leadership, event programming leads, communications, 
operations, and external partners the Head of Events serves as both an operational 
leader and strategic thought partner, ensuring every convening advances our 
organizational mission while delivering an exceptional participant experience. 

The Head of Events continually seeks opportunities to improve systems, introduce 
innovative approaches, leverage emerging technologies, and enhance the impact of 
every event. The role includes line management responsibility for the Events 
Coordinator in the US office. 

 



 

 

Key Responsibilities 
Core 

● Lead the strategic design, planning, and delivery of the full Schmidt Science 
Fellows events portfolio. Currently that portfolio includes the Science 
Leadership Program convenings (three week-long gatherings annually), the 
annual Interdisciplinary Science Summit (one four-day gathering), the 
Interdisciplinary Science Forum (one day-long convening), as well as other 
stakeholder dinners, workshops, scientific meetings, and public showcase 
events of varying sizes.  

● Partner with the Deputy Executive Director and Program leadership from the 
earliest stages of event development to translate Programmatic strategic 
objectives into exceptional participant experiences. 

● Ensure a robust project management approach to events planning and 
delivery, working with the Deputy Executive Director and cross-organizational 
colleagues including the Director of Operations to coordinate resources and 
deliverables. 

● Design experiences that intentionally strengthen the Schmidt Science Fellows 
community by fostering collaboration, mentorship, scientific exchange, and 
lasting professional relationships. 

● Ensure every event reflects the values, quality, and reputation of Schmidt 
Science Fellows. 

 
Project leadership and operations 

● Develop and oversee the annual events delivery plan aligned with 
organizational priorities. 

● Lead all aspects of project management across the event lifecycle, ensuring 
clear ownership, timelines, communication, and accountability. 

● Explore and implement emerging technologies, including AI-enabled event 
tools where appropriate, to improve efficiency and participant experience. 

● Manage event budgets, contracts, procurement, and financial tracking in 
partnership with the Director of Operations. 

● Develop contingency plans and proactively manage operational risks to 
ensure successful event delivery. 

 



 

● Serve as the primary point of contact for all event-related risk assessment, 
liability exposure planning, and risk management processes, with 
responsibility for the planning, coordination, execution, and continuous 
oversight of these activities. 

Stakeholder Engagement 

● Build trusted relationships with a wide range of partners with a variety of 
interests including Fellows, alumni, university partners, sponsors, trustees, 
Schmidt Sciences colleagues, Rhodes Trust colleagues, vendors, speakers, 
and external stakeholders. 

● Serve as a senior representative of Schmidt Science Fellows before, during, 
and after events, demonstrating professionalism, diplomacy, and sound 
judgment. 

● Work collaboratively across the organization to ensure timely communication, 
alignment, and shared ownership of event delivery. 

Team Leadership 

● Line manage, oversee, and develop the Events Coordinator ensuring effective 
resource management and task delegation across the Events team. 

● Collaborate closely with the Events Coordinator to ensure the Events team 
has the foundational resources, processes, and support needed to work 
effectively together throughout the event lifecycle; from planning and on-site 
execution to post-event debriefs and evaluations. 

● Work closely with our Operations Team to ensure the development and 
delivery of effective events management and delivery infrastructure and 
systems, including digital systems for registration, event management, and 
attendee management/CRM.  

● Lead cross-functional event teams during live delivery, ensuring clear 
communication, rapid decision-making, and effective issue resolution. 

● Contribute to staffing plans that ensure appropriate support across all 
functions before, during, and after events. 

Continuous Improvement 

● Establish mechanisms for post-event evaluation and continuous improvement. 
● Analyze participant feedback and operational performance to identify 

opportunities to improve future events. 
● Monitor trends and best practices in event management and participant 

experience to ensure Schmidt Science Fellows remains at the forefront of 
convening design. 

 
Specific duties include, but are not limited to: 

● Contribute expertise and perspectives to cross-organization planning, 
development, and implementation, including participation in the Strategy 
Implementation Group.  

● Manage and develop all event-related processes and systems, working with 
relevant colleagues as required (specifically the Operations Team). 

 



 

● Be responsible for the design and implementation of event registration, invite 
and guest lists, and invite distribution, working with relevant colleagues on 
delivery as appropriate.   

● Oversee events-related project management systems and the utilization of 
these by all relevant event stakeholders.  

● Manage supplier and vendor relationships, ensuring delivery of SSF 
requirements and contractual agreements before, during, and after events. 

● Work with internal stakeholders to ensure effective and timely information 
sharing across the organization as relates to event project management and 
delivery.  

● Work collaboratively with Schmidt Science Fellows program leads and team 
members, through the entire event life cycle, from design to delivery. 

● Manage the contracting and budget tracking of events in coordination with our 
Director of Operations. 

● Act as a professional point of contact for the Program and Events Office at all 
times during events. 

● Bring a creative/unique lens to how best to utilize event design to build 
community at convenings. 

● Other duties as assigned. 
 

 

Knowledge, Skills, and Attributes 
● Significant experience leading complex, high-profile events from concept 

through delivery.  
● Exceptional project management and organizational skills, with the ability to 

manage multiple concurrent priorities.  
● Experience designing participant-centered experiences rather than simply 

coordinating logistics.  
● Excellent judgment and the ability to remain calm, decisive, and 

solutions-focused under pressure.  
● Outstanding interpersonal skills and confidence working with senior leaders, 

scientists, university presidents, trustees, philanthropists, government 
officials, and a variety of international stakeholders.  

● Demonstrated ability to influence across teams and build strong collaborative 
relationships without direct authority.  

● Experience managing budgets, suppliers, and complex operational logistics.  
● Experience negotiating and managing contracts. 

 



 

● Strong people management experience with the ability to coach and develop 
colleagues.  

● Intellectual curiosity and enthusiasm for science, innovation, and higher 
education.  

● A creative mindset with an eye for detail and a passion for delivering 
exceptional experiences.  

● Strong written and verbal communication skills.  
● Experience using CRM systems, event management platforms, and modern 

collaboration tools. Experience with Salesforce is desirable.  
● Interest in leveraging new technologies, including AI, to improve event 

planning and participant experience.  
● The flexibility to travel internationally and work across multiple time zones.  
● Personal integrity, professionalism, discretion, and a collaborative, 

values-driven approach to leadership. 
● A desire to work in a mission-driven environment. 

Requirements 
● Have at least five years experience in convening management/production in 

an events role, with two years in a team manager position. 
● Experience of line management. 
● Have a college/university degree or equivalent from an accredited institution. 
● Be able to co-work at our offices in Tysons Corner, Virginia two days a week 

and be able to travel frequently within the U.S. and internationally with notice, 
for up to 10 days at a time. 

Terms of Appointment 
We are looking for the successful candidate to start as soon as possible.  
 
This is a full-time, permanent position.  
 
Salary range is expected to be $105,000 - $125,000. 

To Apply 
Schmidt Science Fellows is an equal opportunity employer. We warmly welcome 
applications from talented people of all backgrounds and appoint without regard to 
age, disability, gender, gender identity, gender reassignment, sexual orientation, 
pregnancy or maternity, parental status, marital or civil partner status, race, color, 
ethnic or national origin, nationality, religion, or belief. 

Applications will be reviewed on a rolling basis, with first-round interviews by video 
call for suitably qualified candidates. Shortlisted candidates will be invited to an 
in-person panel interview.  

Please send your curriculum vitae (no longer than three pages) plus a cover letter 
(no longer than two pages) and the contact details of at least two references (these 
will not be contacted without the applicant’s permission) to 
careers@schmidtsciencefellows.org 

 

http://careers@schmidtsciencefellows.org
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