
POSITION DESCRIPTION 

EVENTS SUPPORT OFFICER 

V1_August 2017 

Job Title:  Events Support Officer 
Designation: Level 3 (plus allowances and superannuation) 
Work Unit: Council Services 
Responsible To: Director - Council Services 
 
Primary Objective: 
The Events Support Officer will be responsible for the coordination of events for East Arnhem 
Regional Council (EARC) across its nine communities inclusive of marketing, community consultation 
for the overall promotion of the Council’s image, functions and services to a broad and diverse 
audience.  
 
Key Responsibilities: 
1. Coordinate the delivery of a broad range of community events aligned with EARC’s branding, 

objectives, strategic directions and priorities of the Council.   
2. Coordinate supply of equipment, installation, infrastructure requirements for events in line with 

Council budgets. 
3. Timely and accurate distribution of event related information to internal and external 

stakeholders. 
4. Develop and maintain effective relationships with Community members and other 

stakeholders while encouraging and increasing involvement and participation. 
 
Essential Selection Criteria: 
1. Highly developed communication skills, with an ability to communicate effectively in a cross-

cultural environment. 
2. High level of coordination, with ability to multi-task and meet competing deadlines. 
3. Demonstrated ability to work autonomously and as part of a team. 
4. Good levels of innovative thinking with the ability to work under pressure, and solve complex 

problems. 
5. Demonstrated proficiency level in Microsoft Office suite (Word, Excel, PowerPoint). 
6. Ability to travel in small aircrafts and at times stay in remote communities of East Arnhem 

Land.  
 
Desirable Selection Criteria: 
1. Previous experience in Events Coordinator role or similar. 
2. Previous experience working or living within an Indigenous setting and ability to demonstrate a 

high level of cross cultural awareness in the workplace. 
3. Awareness of issues affecting Indigenous people to ensure effective participation in a cross-

cultural environment. 
 
NOTE: The preferred applicant must be willing to work outside the usual business hour, and must 

possess a current manual C Class Drivers Licence. The preferred applicant will be required to 
undergo a Criminal History Check and obtain a Working with Children Clearance. Criminal 
history will not exclude an applicant unless it is relevant to the position. 

 
East Arnhem Regional Council is an Equal Employment Opportunity (EEO) Employer. 

 
John Japp 
Chief Executive Officer 
East Arnhem Regional Council 


