
 

 

 
 

  

Thank you for your interest in this position. This package contains the 

information you require to apply for the position, including: 

 Overview about the Employer 

 Job Description for the role 

 Position details  

 Selection Criteria 

 

Applications Close: 9am AEST Monday 23rd May 2022 

Application Information Package for the job opportunity: 

Event Coordinator 

Reference Number: 008LEAD 
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About the employer  
 

Our client, LEAD Professional Development Association Inc. (LEAD) is a non-government, not-

for-profit organisation based in Seven Hills supporting the learning and development needs 

of people working with vulnerable families, children & communities in community services 

sector throughout Western Sydney and has been doing so for over 30 years. 

 

LEAD workshops and events are highly regarded by their stakeholders, and they strive to 

provide unique opportunities based on emerging and existing evidence, facilitated by 

subject-matter experts. 

 

Vision 

 achieved through the delivery of evidence-based content from industry 

innovators, the provision of excellent customer service to members and non-members, and 

the development and nurturing of mutually beneficial relationships and strategic 

alliances. 

 
LEAD Core Values 

• Lead through the pursuit of growth and learning 

• Lead through being innovative and flexible 

• Lead through our passion to make a positive difference 

• Lead through a strength-based approach 

 
Find out more on their website 
 
 
 
Some of the great benefits provided to employees  
 

• Some above Award conditions 

• Opportunities for multi skilling and up-skilling  

• High level of diversity in role  

• Excellent working environment  

 

 
 

https://www.totalworkforceservices.com.au/
https://leadpda.org.au/
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As an Event Coordinator you will be responsible for coordinating (arranging, promoting & 
executing) high quality professional development events and meeting the needs and 
expectations of LEAD's  stakeholders. 
 
You will collaborate with both staff in house and also attendees of events, facilitators and 
other suppliers, working closely under the supervision of the Operations Manager to ensure 

 
 
There is a lot to this role that needs to be completed in a timely, precise manner that 
contributes to the seamless, cost-effective, back-end support processes of LEAD events and 
workshops, including things like booking venues, trainers, organising catering, invoicing, 
monitoring registration numbers, scheduling events, preparing reports, date entry and 
providing exceptional customer service. 
 
Position  

 

Status: Part-Time 

Term: Fixed term until 30 June 2025 

(with possibility of extension based on funding options and business need) 

Hours per week: 28 hours per week in total 

Days of work: 4 days a week 

Needs to include a Wednesday, but able to negotiate other 3 days 

Award 
Coverage: 

Salary and conditions of employment will be as described in the NSW 
SCHADS Award. 

Salary: Salary classified at Level 4, Pay point 1. Details of this hourly rate can 
be found on the Fair Work website. 

Positions 
available: 

There is 1 vacant position. 

Location: Based in Seven Hills, NSW 

Travel: The office is located in Seven Hills, but this role requires regular travel 
to support workshops held throughout Western Sydney and 

a reliable, comprehensively insured car is necessary. 

 
 

 
A six-month probationary period applies to all positions at this employer from the date of 
appointment. A probationary review will be conducted prior to conclusion of this period. 

 
  

https://www.totalworkforceservices.com.au/
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Pre-  
 
The successful applicant will be required to participate in the following as part of the 
recruitment process: 

• Right to Work in Australia  

 
 
COVID-  
 
The services this employer is funded to provide to the community is categorised as an 
essential service so has remained open during COVID-19 shutdown periods. Just some of the 
measures this employer has adopted to ensure they are providing a COVID-SAFE workplace 
for their employees are: 

 Daily cleaning of the premises and other items 
 Social distancing  
 Providing hand sanitizer  
 Providing personal protective wear if needed  
 Asking staff feeling unwell to remain home instead of coming in to work 

 
It is a requirement that all employees are fully vaccinated for COVID-19 due to the nature 
of the work including working with vulnerable members of the community. Please note, the 
successful applicant will be required to provide their proof of vaccine certificate which will 
be securely stored in their personnel file. 
 
 

 
  

https://www.totalworkforceservices.com.au/
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https://www.totalworkforceservices.com.au/
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• You may be invited to initially participate in a brief telephone interview to discuss your 

application further and your suitability for the role 
 

• Short listing of applicants for interview and notification is normally completed within a 
one to two-week period. Likewise, unsuccessful applications will be notified in this 
timeframe also 
 

• It is standard practise to interview with a Selection Panel comprised by the employer 
themselves. The final decision of applicant suitability rests with them and is based on 
the Selection Criteria.  

 

 
 

Please send us your resume which should include details of your previous work history with a 
brief description of duties associated as well as your educational history.  
 
You will also need to address the selection criteria as mentioned in the ad/Position 
Description. The reason our client requires this information as it helps them make an 
informed decision about your suitability for the role and if you should proceed to interview. 

 process, a few sentences to 
each is fine.  in things 
that might not be covered specifically in your just your resume.  
 
To apply please fill out an application on our website: 

https://www.totalworkforceservices.com.au/job-board 

 
Receipt of your application will be confirmed by email. 

Still looking for more information? 
 
If you have any questions or would like to talk a bit more about this job before applying, 

please call us on (02) 4555 4634 or email jobs@totalworkforceservices.com.au 

 
Thank you for your expression of interest regarding this great opportunity. 
 
Good Luck! 

https://www.totalworkforceservices.com.au/
https://www.totalworkforceservices.com.au/job-board
mailto:jobs@totalworkforceservices.com.au

