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Civic Events, Permits and Production Coordinator

Directorate Position Level
Community, Culture & Customer Experience Level 5

Location Status

Bondi Junction Permanent full-time
Salary Band Date approved

N July 2024

Position Number

SSEO70

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.
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Position Description

Primary purpose of the position

The Civic Events, Permits and Production Coordinator coordinates and delivers a professional and
safe civic events program in Waverley in accordance with the Events Policy and Guidelines, to
support the Waverley Community Strategic Plan.

The Civic Events, Permits and Production Coordinator manages a small team of Events Officers in
the delivery of civic events and activations, event, filming and activation applications and to
support Events-related activity in Waverley. The Civic Events, Permits and Production Coordinator
is responsible for supporting and maintaining positive stakeholder relationships with event
organisers and state government planning agencies, community organisations, elected
representatives, Waverley Councillors and event suppliers, permit holders and applicants.

Challenges

1. Providing critical support to the Manager, Events, the Events team and other Council teams to
ensure civic events are vibrant, create lively experiences for the Waverley community and
visitors, and meet the highest standards of events delivery.

2. Leading and supervising direct reports in innovating Waverley's civic events delivery and permit
evaluation processes to ensure best practice is maintained at all times.

3. Managing complex event stakeholder dynamics to ensure strategic program outcomes.
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Position Description

Accountabilities

1. Professional delivery of internal and external events including Waverley’s year-round
citizenship ceremonies and civic events program , managed according to requirements including
budget and in accordance with Council’s Events Policy and Event Management and Delivery
Guidelines.

2. Supervise Events Officers, allocating staff across year-round activities to implement event
planning, operations, delivery and evaluation alongside film, photography and event permit
assessment, processing and administration.

3. Develop positive and constructive working relationships with internal and external agencies
and stakeholders.

4. Provide internal event organisers and various Council staff with advice and guidance on event
planning and delivery.

5. Develop, maintain and implement systems and procedures for the efficient and effective
delivery of civic events and continual improvement of event delivery at Council.

6. Work with Events Officers and Manager, Events to develop and deliver events marketing,
communications, design and promotions in partnership with Council’s communications team.

7. Deliver all outcomes with a highly-coordinated and communicated approach using event
project management systems to track and manage activity, ensuring end to end support for staff
and stakeholders.

8. Maintain an up to date knowledge of the various relevant legislative and government protocol
requirements for the delivery of civic events, citizenship ceremonies and filming permits.

9. Monitor budgets and ensure expenditure and revenue estimates are met.

10. On-site management of civic events to ensure compliance and professional delivery in and out
of core office hours where required.

11. Contribute to the development of policies and guidelines related to event management
delivery

as required.

12. Research, develop and write reports, policies and guidelines.

13. Support the development and delivery of Waverley events goals and outcomes, emphasising
continual improvement.

14. Support events-related activity in Waverley including at Bondi Pavilion and other Council
facilities as required.

15. Provide people management and supervision for Events Officers, supporting team
collaboration, workplans, performance reviews and other staffing issues as required.
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Position Description

Internal relationships

Manager, Events (direct supervisor)

Events Officers (direct reports)

Executive Manager, Arts, Culture and Events

Events team colleagues

Arts and Culture team colleagues

Environmental Sustainability, Community Programs, Finance, People and Culture and other
Council team colleagues

External relationships

Program audiences and Waverley customers
Community group stakeholders and office holders
Elected representatives

Event suppliers and sector contacts

Government agencies

Artists and artists management contacts

Corporate Obligations

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

e Work Health & Safety Policy e Equal Employment Opportunity
e Code of Conduct e Environmental Protection Principles
e Risk Management ¢ Adhere to and comply with other

* Fraud and Corruption Control Policy government legislation as required
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Delegation

No

(® Yes— Refer to the position’s instrument of sub-delegation

Budget

Council approved budget

Reports to

Manager, Events

Direct reports and indirect reports

2 X Events Officers
Events team

Short term staff

Arts and Culture team
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Position Description

Essential requirements

1. Relevant tertiary qualification or equivalent experience in the planning and delivery of civic events in a high
density, high profile local government area.

2. Minimum 5 years comprehensive events management experience ideally in a local government or community
context.

3. Extensive knowledge in risk management, traffic management, pedestrian management and site management for
major and significant events.

4. High level understanding and knowledge of event related legislation, event risk management, and ability to
interpret and apply complex planning documents

5. Ability to take ownership of assigned event coordination to ensure events are delivered on time and within
budget.

6. Good working knowledge of current event marketing and promotional strategies.

7. A positive, professional and cooperative approach to working collaboratively with others including in a team
environment and with external partners in negotiating outcomes on behalf of Council.

8. Creative, innovative and forward thinker with a passion for event professionalism.

9. Demonstrated ability to apply robust event evaluation processes to identify and execute opportunities for service
improvement.

10. Good verbal, written and visual communication skills with the ability to express ideas clearly with internal and
external customers.

11. Ability to work after hours, on weekends and on site by negotiation.

12. Commitment, experience and knowledge in improving the sustainability of events.

13. Strong computer literacy skills including experience in Auto CAD or Vectorworks.

15. Class C Drivers Licence.

16. Forklift Licence.

17. Understanding of and commitment to EEO.

Desirable requirements

1. Commitment, experience and knowledge in improving the sustainability of events.
2. Experience working with multi-disciplinary teams to develop creative event concepts.
3. Experience with Smartsheets and other event or project management software platforms.
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	Position Title: Civic Events, Permits and Production Coordinator
	Position Title 1: 
	Directorate: [Community, Culture & Customer Experience]
	Salary: [N]
	Position Number: SSE070 
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	Status: [Permanent full-time]
	Position Level: [Level 5]
	Date approved: July 2024
	Original version 2: 
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	This review 2: 
	Page 1: July 2024

	Next review 2: 
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	Purpose: The Civic Events, Permits and Production Coordinator coordinates and delivers a professional and safe civic events program in Waverley in accordance with the Events Policy and Guidelines, to support the Waverley Community Strategic Plan. 

The Civic Events, Permits and Production Coordinator manages a small team of Events Officers in the delivery of civic events and activations, event, filming and activation applications and to support Events-related activity in Waverley. The Civic Events, Permits and Production Coordinator  is responsible for supporting and maintaining positive stakeholder relationships with event organisers and state government planning agencies, community organisations, elected representatives, Waverley Councillors and event suppliers, permit holders and applicants.
	Challenges 2: 1. Providing critical support to the Manager, Events, the Events team and other Council teams to ensure civic events are vibrant, create lively experiences for the Waverley community and visitors, and meet the highest standards of events delivery.

2. Leading and supervising direct reports in innovating Waverley's civic events delivery and permit evaluation processes to ensure best practice is maintained at all times.

3. Managing complex event stakeholder dynamics to ensure strategic program outcomes.
	Accountabilities 2: 1. Professional delivery of internal and external events including Waverley’s year-round citizenship ceremonies and civic events program , managed according to requirements including budget and in accordance with Council’s Events Policy and Event Management and Delivery Guidelines.
2. Supervise Events Officers, allocating staff across year-round activities to implement event planning, operations, delivery and evaluation alongside film, photography and event permit  assessment, processing and administration.
3. Develop positive and constructive working relationships with internal and external agencies and stakeholders.
4. Provide internal event organisers and various Council staff with advice and guidance on event planning and delivery.
5. Develop, maintain and implement systems and procedures for the efficient and effective delivery of civic events and continual improvement of event delivery at Council.
6. Work with Events Officers and Manager, Events to develop and deliver events marketing, communications, design and promotions in partnership with Council’s communications team.
7. Deliver all outcomes with a highly-coordinated and communicated approach using event project management systems to track and manage activity, ensuring end to end support for staff and stakeholders.
8. Maintain an up to date knowledge of the various relevant legislative and government protocol requirements for the delivery of civic events, citizenship ceremonies and filming permits.
9. Monitor budgets and ensure expenditure and revenue estimates are met.
10. On-site management of civic events to ensure compliance and professional delivery in and out of core office hours where required.
11. Contribute to the development of policies and guidelines related to event management delivery
as required.
12. Research, develop and write reports, policies and guidelines.
13. Support the development and delivery of Waverley events goals and outcomes, emphasising continual improvement.
14. Support events-related activity in Waverley including at Bondi Pavilion and other Council facilities as required.
15. Provide people management and supervision for Events Officers, supporting team collaboration, workplans, performance reviews and other staffing issues as required.
	External relationships 2: Program audiences and Waverley customers
Community group stakeholders and office holders
Elected representatives
Event suppliers and sector contacts
Government agencies
Artists and artists management contacts
	Internal relationships 2: Manager, Events (direct supervisor)
Events Officers (direct reports)
Executive Manager, Arts, Culture and Events
Events team colleagues
Arts and Culture team colleagues
Environmental Sustainability, Community Programs, Finance, People and Culture and other Council team colleagues
	Essential requirements 3: 1. Relevant tertiary qualification or equivalent experience in the planning and delivery of civic events in a high density, high profile local government area.
2. Minimum 5 years comprehensive events management experience ideally in a local government or community context.
3. Extensive knowledge in risk management, traffic management, pedestrian management and site management for major and significant events.
4. High level understanding and knowledge of event related legislation, event risk management, and ability to interpret and apply complex planning documents
5. Ability to take ownership of assigned event coordination to ensure events are delivered on time and within budget.
6. Good working knowledge of current event marketing and promotional strategies.
7. A positive, professional and cooperative approach to working collaboratively with others including in a team environment and with external partners in negotiating outcomes on behalf of Council.
8. Creative, innovative and forward thinker with a passion for event professionalism.
9. Demonstrated ability to apply robust event evaluation processes to identify and execute opportunities for service improvement.
10. Good verbal, written and visual communication skills with the ability to express ideas clearly with internal and external customers.
11. Ability to work after hours, on weekends and on site by negotiation.
12. Commitment, experience and knowledge in improving the sustainability of events.
13. Strong computer literacy skills including experience in Auto CAD or Vectorworks.
15. Class C Drivers Licence.
16. Forklift Licence.
17. Understanding of and commitment to EEO.
	Desired requirements: 1. Commitment, experience and knowledge in improving the sustainability of events.
2. Experience working with multi-disciplinary teams to develop creative event concepts.
3. Experience with Smartsheets and other event or project management software platforms.
	Budget 2: Council approved budget
	Direct & indirect reports 3: 2 x Events Officers
Events team
Short term staff
Arts and Culture team
	Reports to 2: Manager, Events
	Delegation: Choice2


