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1. POSITION TITLE:  EVENT COORDINATOR  
 
2. POSITION GRADE:  GRADE 9 
 
3. KEY ACCOUNTABILITIES: 
   

1. Coordinate and control the production of public events in the City’s Major 
Events program in accord with an event brief, strategic direction and 
desired outcomes for the event.  

 
2. Contribute to innovation and the continuous improvement of the work of 

Major Events, City Culture, Tourism and Recreation and other units of 
Council. 

 
3. Participate and provide input and innovative thinking into the 

programming, strategic planning and vision for the Major Events program 
and into other activities within the City Culture, Tourism and Recreation 
unit. 

 
4. Utilise Council’s preferred project management template to ensure all 

aspects of an event are well managed and key deliverables are achieved. 
 

5. Be responsible for event budgeting and the delivery of events within 
budget. 

 
6. Develop and implement specific creative event programming in line with 

the event brief. 
 

7. Conceive and develop event specific marketing briefs and liaise with the 
Marketing & Communications Team in regards to the planning, creative 
development and promotion of the event, supplying background 
information as required. 

 
8. Coordinate the engagement of all contractors, artists, suppliers involved 

in the delivery of events in accord with Council’s procurement policy and 
procedures. 

 
9. Liaise with the Manager, Major Events and Strategic Partnerships 

Coordinator in regard to sponsorship for events, and facilitate the delivery 
of PCC contractual obligations, including VIP requirements. 
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10. Build productive and collaborative relationships within Council to 
maximise opportunities, provide information and advice, ensuring events 
are integrated across Council with good planning and successful event 
delivery.   

 
11. Develop and maintain professional and productive relationships with 

various external stakeholders such as government authorities, event 
entrepreneurs, other agencies, festivals and venue owners. 

 
12. Promote the Council’s Guiding Principles, vision and values in all 

dealings with staff and external parties. 
 
13. Prepare internal and external reports, Memos and Council papers as 

required. 
 
14. Work with PCC’s Sustainability team to develop sustainable events and 

activities within each event. 
 
 
4. ADDITIONAL RESPONSIBILITIES 

 

1. Be aware of Council’s strategic position and stay alert to developments in 
the external environment to ensure that their role the event team can 
effectively contribute to the growth of the city.  

2. Understand and appreciate the goals of PCC’s City Culture, Tourism and 
Recreation unit and the events program, and provide input into the 
development of policies and operating procedures. 

3. Keep abreast of relevant legislation or regulation applicable to the duties 
of the Event Coordinator and provide guidance to internal and external 
stakeholders on event related issues as required. 

 
5. WORKPLACE HEALTH AND SAFETY 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. 

 
6. KEY ORGANISATIONAL ACCOUNTABILITIES  

 

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

2. Contribute to improved customer service and organisational 
effectiveness, by acting ethically, honesty and with fairness 
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3. Demonstrate alignment with and application of the values of Parramatta 
City Council 

 
7. ESSENTIAL QUALIFICATIONS AND EXPERIENCE 
 

1. Tertiary qualifications, such as a degree in Marketing, Event 
Management, Communications (or related discipline) or another 
qualification combined with a significant amount of relevant experience 
(minimum 5 years). 

 
8. ESSENTIAL CAPABILITIES  

1. Understands Event Management 
a. Proven experience delivering successful large private or public events, 

or similar activities in arts or related fields, demonstrating skills in 
complex project management. 

b. Comprehensive understanding of the production aspects of major 
public events including the provision of sound and lighting, staging, 
site management, risk management, waste management.   

c. Comprehensive knowledge of the entertainment industry, artists, 
performers, booking agencies etc 

 

2.  Shapes Strategic Thinking 
a. Inspires a sense of purpose and direction 
b. Focuses strategically 
c. Harnesses information and opportunities 
d. Shows judgement, intelligence and commonsense 
e. Contributes to a safe workplace 

 

3.  Achieves Results 
a. Builds organizational capability and responsiveness 
b. Calls on professional expertise  
c. Solves problems, innovatively and effectively 
d. Steers and implements change and deals with uncertainty 
e. Ensures closures, and delivers on intended results 
 

4.  Cultivates Productive Working Relationships 
a. Nurtures internal and external relationships 
b. Facilitates cooperation and partnerships 
c. Values individual differences and diversity 
d. 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 
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7. Operates in complex environments 
a. Understanding of politically sensitive environments  
b. Experience with commercial and professional standards, artists, 

technicians and community, including not-for-profit organisations 
c. Understanding of grant bodies, application and acquittal processes. 

 
9. DESIRABLE CAPABILITIES AND EXPERIENCE 
 

1. Strong time project management skills to take responsibility for multiple 
projects and competing demands and deadlines. 

2. Proven experience in coordinating staff and providing oversight of 
contractors, casual staff and volunteers 

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

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

 
  


