
 
ELTHAM College  
Position Description: Events Assistant  
(contractor part-time 0.4 FTE)  
 
Reports to: Community Support and Events Coordinator 
 
ELTHAM College has been educating young women and men for the past 40 years. The 
College was conceived in 1973 as a new concept in independent, coeducational 
schooling. Founded by a dynamic group of community members, who were seeking 
schooling for their children that would look beyond average educational practice to 
education that fostered the talents, confidence, initiative and passion for learning in 
every individual. 
 
Our location in the Nillumbik Shire, northeast of Melbourne, is no accident. Historically, 
this district has inspired free thought and innovation. For years, artists, writers and 
intellectuals have been drawn to Nillumbik as a centre for inspiration. The notion of 
ELTHAM as one of Australia’s few truly independent schools was founded within this 
creative culture. 
 
Members of staff at ELTHAM College are expected to support and extend the College’s 
ethos and culture and foster the enjoyment of learning. Staff should also be prepared to 
continue professional development and/or further education throughout their career. 
 
The College has a strong commitment to technology. All applicants should be able to 
demonstrate their strong desire to maximise the use of technology in an educational 
environment.  
 
ELTHAM College is looking for an astute, creative and dynamic individual, who 
has the capacity to support events across a busy and innovative organisation. 
 
Major Duties 
 
1. Administration and Office Support 

• Provide general office support such as ordering stationery and equipment 
supplies.  

• Prepare supporting materials for events such as name tags, signage, attendance 
records. 

• Develop and maintain excellent working relationship with relevant stakeholders. 
• Actively work with the key stakeholders to develop and improve administrative 

systems to enable high standards of responsive customer service to our internal 
and external clients, as well as record management. 

• Undertake other tasks and projects to support the Community Relations Office as 
directed by the Community Support and Events Coordinator. 

• Ensure communications with the College community is maintained as world’s best 
practice. 
  



 
 

2. Event Management 
• Coordinate the delivery of events in collaboration with relevant staff. For 

example, ELTHAM in Action school tours, Workshops, Information Evenings and 
reunions. 

• Respond to enquiries and bookings for events, and provide the community with 
ongoing high level professional support, ensuring information is processed 
promptly and with a high degree of accuracy. 

• Liaise with service providers including venues, accommodation and catering, to 
obtain quotes, confirm services and coordinate arrangements for events. 

• Support the implementation of new events and liaise with Marketing and 
Communications Manager regarding promotion/advertising. 

• Maintain accurate records of programs and event plans such as recording 
enquiries, presenter information, maintaining the Synergtic database and other 
relevant information.  

• Support the College to review and evaluate activities including preparing event 
evaluation forms, the collection of relevant event data and participating in review 
processes to provide recommendations to the Executive team on how to improve 
events, increase participation and better support our key stakeholders. 
 

3. Other Duties 
• There will be other duties as the position evolves and/or the need arises. These 

will be confirmed in discussion with the Community Support and Events 
Coordinator. 

• Project work may include but not be limited to: 
o Business Directory (alumni and ECCA) 
o Career Speakers (Alumni) 
o Volunteer Handbook/induction (All) 

 
• Please note that there may be times when out of hours work is required. This will 

be discussed well in advance with the Community Support and Events 
Coordinator. 
 

Skills required for the role 
• Demonstrated experience in the coordination of high quality events, courses 

and/or other public programs providing exceptional customer service to a diverse 
range of clients 

• Demonstrated problem solving skills and initiative in finding solutions, as well as 
judgement about when to seek further advice 

• A strong command of English 
• The ability to work autonomously as well as contribute in a team environment 
• The ability to meet high-pressure deadlines 
• Experience fundraising or with direct campaign management highly desirable  
• Ability to liaise with external companies to meet needs as directed  
• Perform simple administrative tasks 

 
Attributes 

• Excellent multi-tasking and time management skills 
• Excellent verbal, written communication and people skills 
• Ability to accept positive and negative feedback 
• Excellent organisational and file management skills 
• Ability to work to deadlines and have a high attention to detail 

 
  



Performance Qualities 
• Customer focused, friendly and professional 
• Eye for detail and ability to proof own work 
• Interest in broadening skill base, keen to learn new skills and ability to take 

direction 
• Work quickly and efficiently with a sense of urgency 
• Reliable 
• Enthusiastic 
• Works well independently or within a team 

 
Qualifications 
Degree qualifications preferred, but not essential. An equivalent combination of relevant 
experience and/or education/training necessary. 
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