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1. POSITION TITLE: SERVICE MANAGER – MAJOR EVENTS 
 
2. POSITION GRADE: GRADE 18 
 
3. KEY ACCOUNTABILITIES:  
 

1. Design, implement, lead and manage the presentation of a program of 
Major Events that delivers Councils strategic objectives for Major Events: 

i. Engage people to be active in the life of the city 
(Engagement/Involvement) 

ii. Demonstrate and deliver a diversity of life understandings and 
perspectives (Celebrate Diversity)  

iii. Celebrate and promote urban form and the natural environment 
through innovative use of place and space (Creative use of Place) 

iv. Encourage local creative enterprise  (Local Creativity) 

v. Boost the local economy - day and night  (Support Local Business) 

vi. Support and enhance tourism initiatives: to attract first time 
visitors, to influence the visitor experience (Enhance Visitation) 

vii. Promote Parramatta as a positive and vibrant city of events: a 
great place to live, work and play (Change Perceptions) 

2. Implement appropriate key performance measures and indicators, and 
monitor and manage feedback and performance outcomes of the Major 
Events program. These indicators include budget, sponsorship, 
stakeholder feedback, environmental impact, public liability and risk 
management targets.  

3. Manage Councils Major Events Team and provide leadership and 
strategic direction to the staff and contractors as required. Manage and 
deliver major events through effective project plans, work specifications, 
service level agreements and contracts. 

4. Work closely with other teams and units of Council that undertake or 
contribute to strategic City marketing promotional activities and deliver 
cultural, leisure and entertainment programs and events (including Civic 
Events) to promote an integrated cross-Council approach.   

5. Coordinate internal and external relationships to ensure a collaborative 
approach to meeting the operational requirements of events.  

6. Lead the provision of advice and assistance to other program areas of 
Council in relation to the successful presentation of Unit-based 
promotional activities through Council events. 
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7. Develop, in conjunction with other Council staff and external 
organisations an effective and sustainable partnership program that 
contributes real value to Council’s strategic objectives. 

8. Liaise with Council’s Communications and Marketing team to ensure an 
appropriate level of timely publicity for Council’s events in local, 
metropolitan and national media and the delivery of the City Decorations 
program. 

9. Prepare and manage the Major Events annual budget, including making 
budget bids under Council’s internal planning processes and submissions 
for external funding. Develop and implement financial accountability and 
reporting for all events and projects to ensure they are delivered with the 
agreed budget. 

10. Promote Council’s Guiding Principles, vision and values in all dealings 
with staff and external parties. 

11. Understand and appreciate the goals of Council and the City Culture, 
Tourism and Recreation Unit and provide input into the development of 
strategies, policies and operating procedures. 

12. Provide timely and appropriate reports, briefing papers and 
presentations, including reports to Council as required. 

 

4. OCCUPATIONAL HEALTH & SAFETY ACCOUNTABILITIES 
 

1. Ensure adequate budgeting is established for implementing risk control 
strategies. 

2. Role model commitment and work in partnership with the OH&S Service 
Unit Partner, Human Resources Service Unit Partners, Indoor and 
Outdoor Risk Control Teams to enhance continuous improvement as it 
relates to OH&S, Workers Compensation and Injury Management. 

3. Ensure employees understand their rights and responsibilities and that a 
“safe place to work” is created and maintained. 

4. Proactively manage OH&S legislative requirements and exercise a Duty 
of Care by working in a safe and efficient manner, having regard to 
personal safety and the safety of other workers, visitors, contractors and 
volunteers and the general public. 

5. Ensure safe work practices are adopted utilising effective consultation 
and communication processes which contribute to the development and 
maintenance of documented practices within the OH&S Management 
System. 

6. Manage solutions to resolve unsafe work practices and deal with injuries, 
accidents, incidents and near misses within required time frames, and 
ensure corrective actions are taken to prevent reoccurrence. 

7. Ensure teams use and properly maintain appropriate safety clothing and 
personal protective equipment. 

8. Ensure that your staff are provided, attend and complete all required 
OH&S training, toolbox talks and briefings as directed. 
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5. KEY ORGANISATIONAL ACCOUNTABILITIES  
 

1. Ensure safe work practices are adopted in the work area and contribute 
to the development and maintenance of work method statements.  

2. Report injuries, accidents, incidents and near misses in areas the work 
area and on the corrective actions taken to prevent reoccurrence. 

3. Do not intentionally or recklessly interfere with or misuse anything 
provided in the interests of health safety or welfare. 

4. Use and properly maintain appropriate safety clothing and personal 
protective equipment. 

5. Ensure EEO, the principles for a culturally diverse society, and Council 
policies are complied with at all times. 

6. Contribute to improved customer service and organisational 
effectiveness, by acting ethically, honestly and with fairness. 

 

6. ESSENTIAL QUALIFICATIONS, AND EXPERIENCE 
 

1. Relevant tertiary qualifications, such as a degree in Events 
Management,, Marketing, Business Management, Communications or 
Public Relations (or related discipline) or another qualification combined 
with a significant amount of professional experience. 

 

7. ESSENTIAL CAPABILITIES 
 

1. Shapes Strategic Thinking 

a. Ability to understand, interpret and apply corporate strategic priorities 
into the delivery of a Major Events program 

b. Experience in the research and analysis of data and trends and the 
ability to interpret and integrate such information into the strategic 
planning for Major Events. 

c. Inspires a sense of purpose and direction 
d. Harnesses information and opportunities 
e. Shows judgement, intelligence and commonsense 

 

2. Proven capabilities in the design, implementation and management of 
major events or major cultural, recreation or entertainment programs 

a. Proven sound knowledge of major events, or cultural, recreation or 
entertainment industries 

b. Proven experience in budget preparation, financial control and the 
management of scarce resources 

c. Practical experience and skills in a range of relevant technology and 
computer applications 

d. Understands risk and risk management in a Major Events context  
 

3. Achieves Results 

a. Ability to implement appropriate key performance measures and 
indicators, and monitor and manage feedback and performance 
outcomes of the Major Events program. These indicators include 
budget, sponsorship, stakeholder feedback, environmental impact, 
public liability and risk management targets 
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b. Strong time management and project management skills to take 
responsibility for multiple projects and competing demands and 
deadlines 

c. Builds organisational capability and responsiveness 
d. Solves problems, innovatively and effectively 
e. Steers and implements change and deals with uncertainty 
f. Ensures closures, and delivers on intended results 
g. Manages a safe workplace 
 

4. Cultivates Productive Working Relationships 

a. Exceptional skills in leadership, coordination, negotiation, consultation 
and teamwork 

b. Proven experience in managing staff and providing direction to 
contractors, casual staff and volunteers 

c. Ability to develop professional networks and relationships, including 
proven high level negotiating abilities and interpersonal skills with a 
large range of government, corporate and community stakeholders 

d. Facilitates cooperation and partnerships 
e. Values individual differences and diversity 
f. Guides, mentors, coaches and develops people 
 

5. Exemplifies personal drive and integrity 

a. Demonstrates public service professionalism and probity 
b. Engages with risk and shows personal courage 
c. Commits to action 
d. Displays resilience  
e. Demonstrates self awareness and a commitment to personal 

development 
 

6. Communicates with influence 

a. Communicates clearly 
b. Listens, understands and adapts to audience 
c. Negotiates persuasively 
 

7. Operates in complex environments 

a. Experience in building strong relationships with government 
departments 

b. Understanding of politically sensitive environments  
c. Experience with statutory bodies, levels of government and not-for-

profit organisations 
 

8. DESIRABLE QUALIFICATIONS AND EXPERIENCE 
 

1. Specific event management qualifications 

2. Specific marketing qualifications or experience 

3. Event management experience in a Government environment 

 


