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ELTHAM College 
Position Description: Community Support and 
Events Coordinator  (full-time) 
 
The Community Support and Events Coordinator is a challenging job as it will require the 
successful applicant to be able to effectively balance a number of complex tasks while 
maintaining a ‘level head’. The Community Support and Events Coordinator will work under 
the direction of the Communications Manager and includes oversight and management of a 
number of key events, the College and Alumni database, and the ELTHAM College calendar. 
The position will also assist the alumni organisation, Ex-ELTHAM College students association 
(ExECs) and parents group ELTHAM College Community Association (ECCA) to fulfil their roles 
in the College community. The Community Support and Events Coordinator will be service 
orientated and sensitive to the practical needs of staff, students and the wider community. 
 
Reports to:   Communications Manager 
 
Purpose of the work of the Community Support and Events Coordinator 
 
The primary role in the early years of this position is to support the needs of the ExECs and 
ECCA organisations and create an effective process for the management of all College 
events. 
 
1. Major Duties 

 
a. Event Management 

 
i) Where appropriate, attend and manage events; 
ii) Follow-up each event with appropriate de-briefs; 
iii) Design, plan and effectively project manage all College events; and 
iv) Maintain effective documentation, supplies and equipment to maximise event 

outcomes. 
 

b. Manage College Calendar 
 
i) Establish and maintain a process for effective calendar entries; 
ii) Oversee all entries to the College calendar; 
iii) Develop a process for annual calendar meeting and approvals;  
iv) Ensure a consistent ‘look’ to calendar entries; and 
v) Seek new calendar opportunities. 

 
c. Assist in the production of weekly community newsletter 

 
i) Under the direction of the Communications Manager, collate and edit articles 

from students, staff and College community members for the weekly College 
newsletter. 
 

d. Maintains Synergetic Constituency Codes 
 
i) Establish, monitor, up-date and maintain College constituency; and 
ii) Ensure alumni and community information is accurate; and 
iii) Liaise with the IT Database Administrator regarding best practice process for 

database management. 
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e. Collation of distribution lists 
 
i) Using Microsoft Query, draw down the appropriate data from Synergetic 
 constituency codes to use as distribution lists for College publications; and 
ii) Ensure correct and accurate data is transferred. 
 

2. Ex-ELTHAM College Students & Staff Association (ExECS)  
 
i) To be the initial point of contact for alumni enquiries; 
ii) In collaboration with the College, ensure the day to day operations of ExECS; 
iii) To maintain all ExECS documentation in a safe and secure manner, including file 

management; 
iv) To work with the President and ELTHAM College Business Manager to ensure the 

development and distribution of materials for the Annual General Meeting and 
Consumer Affairs reporting requirements; 

v) Act as Secretary for the association; 
vi) Serve as the contact for organisations that are affiliated with ExECS and the College 

such as the Research Eltham College Cricket Club (RECCC) and Old Eltham 
Collegians Football Club (Turtles); 

vii) Research new ways to connect and build on furthering relationships with Alumni 
members;  

viii) Manage the alumni register (synergetic database) and constituent groups;  
ix) Manage communication with ExECS via appropriate social media and College 

printed materials such as College Connections;  
x) Maintain content on the ExECs website/pages and LinkedIn; 
xi) To oversee and provide administrative support for various ExECS events, including 

but not limited to: Reunions, Foundation luncheon, Open Days and ExECS 
committee meetings; and 

xii) Develop and nurture relationships with alumni groups and key stakeholders from 
the organisation 

xiii) Collaborate with the Communications Manager and ExECS Committee regarding 
potential new avenues to develop relationships and promote the group 

 
3. ELTHAM College Community Association (ECCA)  

 
a. To ensure the day to day operations of ECCA; 
b. To maintain all ECCA documentation in a safe and secure manner, including file 

management; 
c. To work with the President and ELTHAM College Business Manager to ensure the 

development and distribution of materials for the Annual General Meeting; 
d. Act as Secretary and maintain a register of ECCA members;  
e. To assist other ECCA members in the development of articles for newsletters, 

Forum and other College documents; 
f. Manage the applications and allocation of ECCA Achievement Awards;  
g. Manage the communication, development and distribution of class lists; 
h. To provide administrative support for various ECCA events, including but not limited 

to: MASTERWORKS, Welcome Events, Orientation Events, Open Days and ECCA 
meetings; and 

i. Develop and nurture relationships with parent groups and key stakeholders from 
the organisation 

j. Collaborate with the Communications Manager and ECCA Committee regarding 
potential new avenues to develop relationships and promote the group. 
 

4. Knowledge required for this position  
 
a. An understanding of the value of exceptional communication to families, staff and 

wider College community; 
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b. Understanding of the importance of well managed events to the success of the 
College; 

c. Understanding of the value of external relationships to building the reputation of 
the College; 

d. That good presentation and finesse is valued for all functions; and 
e. How to operate in an contemporary educational environment. 
 

5. Skills required for this position  
 
a. Understanding of Synergetic or similar database program; 
b. Ability to operate Microsoft Queries; 
c. Good working knowledge of WORD and EXCEL; 
d. Experience with Adobe products such as Illustrator, Photoshop and InDesign; 
e. High level of planning and organisation; and 
f. An ability to collaborate effectively. 

 
6. Attributes required for this position  

 
Ability to:  
a. interact effectively to achieve a goal with: 

i) Groups, 
ii) One-to-one; 

b. plan activities and information using a variety of techniques; 
c. prioritise competing work demands; 
d. organise detailed work; 
e. coordinate a group of volunteers; 
f. apply available technology to work that has to be done using available equipment 

and software; and 
g. show initiative and seek out new responsibilities, act on opportunities and generate 

new ideas. 
 

7. Qualifications 
 

• Event management qualifications 
• Working with children check 

 
8. Experience/Pre-requisites  
 

• Minimum of three years professional experience in an event management position. 
 
ELTHAM College takes a zero-tolerance approach to child abuse and is fully 
committed to ensuring that its strategies, policies, procedures and practices meet 
all Child Safety Standards as specified in Ministerial Order No. 870 (2015). 
  
The successful applicant will be required to; read and sign the College’s ‘Child Safety 
Code of Conduct’, provide proof of identity, original copies of transcripts of any relevant 
academic qualifications. 
 
Applications: 
Intending applicants are invited to submit a full curriculum vitae with names of three 
referees by Wednesday, 16 November 2016 to employment@elthamcollege.vic.edu.au. 
 
Mr Mike Brennin 
Deputy Principal 
ELTHAM College 
PO Box 40 
ELTHAM   VIC   3095 
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