
 
 

Scheduling Co-Ordinator 

The Scheduling Co-ordinator will provide a full range of scheduling support for IMI’s offerings. This 

is a dynamic, fast paced role that liaises right across IMI’s extensive network of colleagues – staff  

and  associate,  clients  and  participants. This is a permanent role reporting to the Associate 

Network Development & Recruitment Manager, within the Executive Education Division   of IMI. 

About us 

Leadership. It’s more than a job – it’s a mindset. It’s the capacity to inspire, empower and create 

new possibilities. 

IMI’s mission, and passion, is to equip leaders to build the future. We are world-class specialists 

in enabling and inspiring leadership performance. We challenge and support leaders to fulfil their 

ambition - unlocking their potential and giving them the skills to deliver exceptional 

performance. 

We’ve been shaping world-class executives for over sixty years. Founded by business leaders, for 

business leaders, in partnership with UCC’s expert research faculty, we deliver intensively practical 

executive education that works in the real world. Our unique global rankings are a testament to 

our impact. 

Any day spent at IMI challenges assumptions, deepens perspective and amplifies ability to lead. Do 

you have what it takes to work with IMI? Join us on our mission to equip leaders to build the 

future, and you will shape the future of leadership in Ireland. 

IMI. Inspiring Leadership Performance. 

 
Key Responsibilities 

(Key responsibilities include, but may not be limited to): 

• Liaise with relevant internal departments and other key stakeholders to schedule the full 

range of IMI’s offerings to include the calendar of all programmes and events. 

• Work closely with the Associate Network Development & Recruitment Manager, 

Programme Directors and other key stakeholders to confirm and book suitable 

contributors for programmes and  events. 

• Maintain meticulous records regarding the set-up of new programmes on the CRM and of 

correspondence with associates and clients. 

• Scheduling of conference rooms (both at IMI and other venues), accommodation at IMI 

residence or other external locations as required. 

• Negotiating fees for suppliers to include hotels, venues and additional activities related to 

programmes. 

 

 

 



• Liaise with relevant internal stakeholders regarding the scheduling of programmes and

events, flagging anomalies and / or concerns in a timely manner and providing timely

updates regarding programme and event schedules as required.

• Champion and drive process improvements projects which will enhance IMI service level to

IMI clients, associates, participants and colleagues.

• Any other ad hoc tasks as required.

Candidate Requirements 

• Positive, enthusiastic, and energetic

• Excellent communication skills both written and verbal

• Meticulous attention to detail and ability to take full responsibility for closing off tasks

• Resilient under pressure - tenacity and remaining calm under pressure are essential

requirements of this role

• Excellent organisational skills, ability to prioritise conflicting demands to meet deadlines

• At least 3-4 years’ experience in an administration / coordination role (ideally in a

scheduling and/or customer service role).

• Take initiative, with a hands-on execution style

• IT: (Excel advanced, Microsoft Word; PowerPoint. Proficiency with CRM)

How to apply: 

Please clink on the link below to apply for this vacancy: 

 https://imi.peoplehr.net/Pages/JobBoard/Opening.aspx?v=5e90960b-57b6-476d-a46a-c1c652877692 

IMI’s Values 

IMI’s Values and Behaviours Framework identifies 6 core Values that we fundamentally 

believe in as central to our culture, brand and organisational identity.

To ensure IMI recruit the right people to join our team, people who actively reflect our values 

and culture, we take a competency based approach to interviewing.  Candidates called to 

interview will be asked a series of competency questions to allow them to demonstrate how 

their knowledge, skills and attitudes align with IMI’s values and culture. 

https://imi.peoplehr.net/Pages/JobBoard/Opening.aspx?v=5e90960b-57b6-476d-a46a-c1c652877692

