
Position Description

Directorate 

Location 

Salary Band

Position Number

Position Level

Status

Date approved

Council overview
Between the city and the sea, Waverley is a vibrant, welcoming, and inspiring place to live, work 
and play with its diverse population, creative culture, enriching lifestyle, stunning natural features, 
and distinctive neighbourhoods. 

Waverley Council provides and supports a variety of services, programs and initiatives to sustain 
and improve the quality of life for the Waverley community. This includes the delivery of 22 main 
services and up to 150 sub-services covering a wide range of activities.

Council values

Care Respect Integrity Innovation Collaboration
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Position Description

Primary purpose of the position

Challenges
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Position Description

Accountabilities
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Position Description

Corporate Obligations 

External relationships

Internal relationships

The position must have a sound knowledge and comply with the following Council 
policies and procedures:

• Work Health & Safety Policy

• Code of Conduct

• Risk Management

• Fraud and Corruption Control Policy

• Equal Employment Opportunity

• Environmental Protection Principles

• Adhere to and comply with other
government legislation as required
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Position Description

Delegation

Budget 

Direct reports and indirect reports

Reports to

No

Yes – Refer to the position’s instrument of sub-delegation
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Position Description

Essential requirements

Desirable requirements
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	Position Title: Venue Services Coordinator
	Position Title 1: 
	Directorate: [Community, Culture & Customer Experience]
	Salary: [O]
	Position Number: 
	Location: [Waverley Beaches]
	Status: [Permanent full-time]
	Position Level: [Level 4]
	Date approved: July 2024
	Original version 2: 
	Page 1: May 2022

	This review 2: 
	Page 1: July 2024

	Next review 2: 
	Page 1: 

	Purpose: The Venue Services Coordinator oversees the planning and delivery of venue operations, production, technical and front of house services for Council’s community and recreation venues. The role applies high level creative, managerial and people-management skills and maintains key internal and external relationships to provide exceptional customer service and ensure the venues are safe and welcoming for all users.
	Challenges 2: 1. Leading and developing staff.2. Managing competing priorities and deadlines.3. Responding to customer needs and demands, including dealing with difficult customers.4. Ability to keep up to date with current and future developments of technology and industry trends.
	Accountabilities 2: 1. Develop and lead a high performing team to support the effective daily operations of Bondi Pavilion from opening to closing each day, seven days a week, and other Council venues as required.2. Oversee the planning and delivery of programmed activities across Bondi Pavilion and Boot Factory including coordination of production, technical, front of house and venue services, and other Council venues as required. 3. Act as a key point of contact for internal venue users and other hirers, facilitate production meetings, develop event schedules and briefings to oversee the successful planning and running of a wide range of events, including theatre productions and live music. 4. Utilise the venue booking system to ensure all event requirements are accurate and up to date and appropriate fees and charges are captured.5. Provide administrative support to the Manager, Community and Recreation Venues including developing and documenting procedures, writing reports and ensuring records are managed in accordance with Council policy.6. Manage the Venue Officer team to inspect and monitor facilities, equipment and environment to ensure highest standards of safety and presentation are met.7. Develop and maintain a culture of customer service excellence within the team, fostering positive working relationships with all internal and external stakeholders.8. Monitor the team operational budget ensuring expenditure is within agreed limits.9. Support the Manager, Community and Recreation Venues in the development and implementation of plans to maximise revenue opportunities and usage by a wide range of commercial and community clients and Council programs.10. Work closely with the Venue Operations Coordinator to plan and deliver high quality experiences for a wide range of hirers, customers and audiences.11. Contribute to the development and implementation of annual maintenance plans and recommend improvements to ensure venues are presented in the best possible condition to meet community expectations. 12. Undertake other relevant duties as required by your manager or their delegate.  
	External relationships 2: CustomersHirers (individuals and organisations)SuppliersContractors
	Internal relationships 2: Manager Team members Wider Council teams
	Essential requirements 3: 1. Appropriate tertiary or other qualifications or equivalent experience in production management, event management or venue management related fields.2. Demonstrated knowledge of and experience in production and event management and the coordination of related operational activities including technical, front of house and venue functions.3. Exceptional customer service orientation. 4. A positive and collaborate working style.5. Excellent interpersonal, verbal and written communication skills.6. Excellent problem solving and negotiation skills, with the ability to facilitate complex situations to a positive outcome.7. Demonstrated organisational capability, able to manage numerous tasks simultaneously and plan for and meet deadlines.8. Ability and willingness to work outside standard office hours, including weekends, with time in lieu provisions applying.9. Minimum intermediate computer literacy in Microsoft suite and databases. 10. Current Class C driver licence.11. Commitment to EEO, WHS, risk management, environmental protection and ethical principles.
	Desired requirements: 1. Demonstrated interest and understanding of the performing arts sector, cultural and community venues.2. Experience operating in a local government context.3. Comprehensive event management and delivery experience for a range of large and small scale events.
	Budget 2: 
	Direct & indirect reports 3: 7 direct reportsPool of casual indirect reports
	Reports to 2: Manager, Community and Recreation Venues
	Delegation: Choice1


