TECHNICAL ASSISTANT
JOB DESCRIPTION & RESPONSIBILITIES
July 2026
1. INSOL EUROPE CONFERENCES, EVENTS AND TRAINING COURSES
1. Liaise with the Chief Technical Officer (CTO) and Event Technical Committees and provide assistance where required
1. Follow up speaker invitations, and then liaise with chosen speakers about their registration and expenses
1. Manage Free Places and accommodation list for Speakers, liaising with the Event Manager
1. Collate expressions of interest and call-for-papers submissions as they arrive, for CTO review
1. Schedule meetings of the CTO with panels, keynote speakers and facilitators
1. Schedule rehearsals for all panels, keynote speakers and facilitators
1. Discuss AV speaker requirements with the Event Manager
1. Collate speaker materials, links to bios, slides and papers for each panel, as supplied
1. Source speaker photos for social media promotions
1. Send panel, keynote speaker and facilitator instructions, as drafted or approved by the CTO
1. Send panel, keynote speaker and facilitator thank you emails, as drafted or approved by the CTO
1. Assist with other joint, co-labelled or online events when necessary
1. Schedule calls and meetings with INSOL Europe's working groups and committees, as instructed by the CTO
1. Handle scheduling and logistics for training courses (e.g. the High-Level Course), as instructed by the CTO
1. Any such other connected duties as may be required from time to time.
2. TECHNICAL CONTENT, PUBLICATIONS AND WEBSITE SUPPORT
1. Upload and update pages on the INSOL Europe website exactly as instructed by the CTO
1. Post updates on the INSOL Europe social media pages, exactly as provided by the CTO
1. Collate materials submitted by INSOL Europe's country coordinators for technical publications, under CTO instruction, without independent drafting, editing or selection of content
1. Provide administrative support to the CTO in the collation of material supplied by members, without independent drafting, editing or selection of content
3. GENERAL DUTIES AND RESPONSIBILITIES
1. Liaise regularly with the CTO to provide general reports on work in progress
Note: this role does not include sourcing, drafting or editing technical or legal content (e.g. statistics articles, Inside Story features, newsletter contributions) or independent decisions on published content. Any such tasks remain with the CTO.
