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2020 Shared Value Summit Asia Pacific Event Coordinator  
 
Position: Event Coordinator 
Position Type: Part-time contract (EFT 0.8) 
Employment period: 1 February – 30 June 2020 
 
Position description   
 
The Event Coordinator is responsible for supporting the delivery of the 2020 Shared Value Summit 
Asia Pacific. Key responsibilities include supporting the planning, execution and evaluation of the 
Summit and supporting the Marketing and Communications lead with ongoing and effective liaison 
with key stakeholders including venue managers, sponsors and speakers. 
 
Location and travel  
The role is based in Melbourne and will require travel to Sydney for the delivery of the Summit in 
May 2020. Occasional work outside of office hours may be required.  
 
Key responsibilities 
 

• Supporting the effective delivery of the Summit including assisting with planning and 
development of the schedule, speakers, logistics and program.  

• Supporting effective liaison with venues, sponsors, speakers and other stakeholders leading 
up and during the Summit 

• Monitoring of ticketing including the ticketing platform, management of attendee lists and 
developing processes as necessary 

• Monitoring tasks to ensure the objectives and relevant milestones are being met  
• Assisting with evaluation of the Summit in the form of an evaluation report with support 

from SVP communications team 
• Assisting with internal administrative and technical processes for the event as they relate to 

the role  
 
Key Selection Criteria  
 
Essential qualifications 
 

• Appropriate tertiary qualifications and/or minimum 3-5-year’s event planning experience in 
a fast-paced working environment  

• Understanding of the requirements for effective project management and creative 
collaboration working within a small team 

• Experience supporting an end to end conference 
• Exceptional organisational skills and ability to multitask  
• Organised independent worker with ability to multitask and prioritise; must be able to apply 

quick, independent judgement and problem-solving when necessary 
• Solid working knowledge of Microsoft Word, Outlook, Excel, and PowerPoint or mac 

equivalent 

Desirable qualifications  

§ Basic understanding of the purpose economy and/or of purpose led organisations 
§ Understanding of the needs and dynamics of small-scale creative businesses and initiatives  
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