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Koelnmesse, founded in Cologne, Germany, is one of the world's largest trade fair companies since
1924. With over 80 annual international trade fairs and conferences organised worldwide, Koelnmesse
is the leading trade fair organiser across the following sectors: Food and Food Technology; Technology,
Digital Media and Entertainment; Health, Lifestyle and Facilities and more. Koelnmesse Pte Ltd,
established in Singapore since 2002, is one of the key subsidiaries managing the trade fairs and
conferences in the Asia-Pacific region.

We are seeking a meticulous, self-driven and result-oriented Operations Executive to manage the full
spectrum of operations for our assigned exhibitions and conferences in Thailand, from pre-event
planning and coordination through to on-site execution. Reporting to the Senior Operations Manager,
this role works closely with the Singapore Operations team and the local and Singapore Business Units,
bridging communication between suppliers and Business Units to deliver high-quality events within
tight timelines. The ideal candidate is passionate about exhibitions and events, curious about how
empty halls are transformed into colourful booths and experiential zones, and able to work
independently as well as within a team in a fast-paced environment.

Operations Executive
Full-Time Position

Key Responsibilities

e Manage the full spectrum of operations activities for the assigned exhibition and/or
conference, from pre-event planning and coordination to on-site execution

e Coordinate logistical elements of assigned exhibitions and/or conferences, including venue
and vendor management, AV, décor, catering, security, accommodation, transportation,
registration, social events, freight forwarding and temporary staffing, amongst others

e Prepare, manage and maintain the Online Exhibitor Portal (OEP)

¢ Develop and manage relationships with internal teams and external service providers

e Supervise event set-up, registration areas and logistics for designated events or specific areas
of responsibility

e Support budget planning by gathering quotes, tracking expenditure, processing invoices and
raising purchase orders

e Liaise with suppliers and negotiate fees

e Recruit, train and supervise temporary staff for on-site operations

¢ Conduct post-event evaluation with service providers, officials and team members

Requirements:

e Bachelor's degree in any related field

e Fluent in verbal and written English

1-3 years of experience in professional event planning and execution, including managing
large-scale or complex events

Excellent eye for detail

Ability to multitask and work within tight timelines

Technologically savvy and comfortable using new tools or software

Able to collaborate in a team environment

Willing to work extended hours, including evenings and weekends, depending on event
needs

Pleasant personality and good interpersonal skills

e Ability to solve immediate problems




Contract Details:

e Reports to: Senior Operations Manager
e Contract term: Full-Time based in Bangkok, Thailand
e Work arrangement: Hybrid, with flexible work-from-home

Interested in joining us?

Please send your CV to recruit@koelnmesse.asia, indicating your availability, current and expected
salary. All applications will be treated with strict confidentiality, and only shortlisted candidates will
be contacted.

To learn more about Koelnmesse Thailand, please visit www.koelnmesse.asia.



http://www.koelnmesse.asia/

