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TOWNSVILLE ENTERPRISE LIMITED 

POSITION DESCRIPTION 
 

 

Position:   Events & Membership Support Coordinator 

    

Team:    Policy & Investment 

 

Reports to:   Senior Marketing Executive 

 

Direct reports: N/A 

     

Purpose: To Connect, Grow and Promote Townsville North Queensland   

 

Strategic Pillars: Politically Powerful, Economic Leadership, Proud and Engaged Membership, 

Capable and Accountable.   

 

Position Overview: 

The Events & Membership Support Coordinator is responsible for the coordination of Townsville Enterprise (TEL) 

functions and events, providing networking opportunities to service stakeholders, members and partners. The 

Events & Membership Support Coordinator is to assist in setting the business plan and budget for Townsville 

Enterprise Limited (TEL) member and major events.   

The Events & Membership Support Coordinator will also be responsible for assisting all departments in the use of 

the Customer Relationship Management (CRM) system to ensure accurate member data collection and high levels 

of customer service for all members. This will include managing the on boarding process of all new members 

including inputting data into the CRM and issuing welcome packs. 

Primary Duties and Responsibilities: 

Refer Attachment A. 

Organisational Values: 

Excellence:    We accept nothing less than quality in everything we do. 

Partnerships:   We work together, inspire each other and use external membership relationships to 

achieve strategic priorities. 

Apolitical:    We strive for what is good for the region and not for what is good for politics. 

Creative:  We are innovative and imaginative in creating an exciting and vibrant future for our 

organisation and the region. 

Bold:    We are courageous and stand by our convictions. 

The Townsville Enterprise team connects strongly with these values and demonstrates them in all aspects of their roles.     

Essential Capability Criteria: 

 A comprehensive understanding of or experience in the business events or events industry. 

 Detail-orientated and extremely organised. 

 Previous experience in developing budgets and achieving revenue targets. 

 Able to network, interact well with people and build highly effective relationships. 

 A strong understanding of and experience in using customer relationship management (CRM) database. 

 Knowledge of the Townsville North Queensland region, its attractions and its potential.  

 Must be willing to work occasionally outside of regular business hours (including early mornings, evenings and 

weekends) as required. 

 Strong communication skills including interpersonal, written and verbal, and demonstrating use of these in a 

business environment.  

 Strong organisational skills including time management and planning skills and the ability to establish and 

facilitate a process, multi-task and work to deadlines.  
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 Excellent levels of computer literacy using Microsoft Outlook, Word, Excel, Powerpoint, internet usage and a 

minimum typing speed of 55 wpm. 

 Current Open Driver’s Licence. 

 

Qualifications - Essential: 

 A minimum of two to three years’ experience in events coordination, sales and marketing, business 

communications, customer service or business development roles. 

 Secondary education at a high level. 

 

Qualifications - Desirable: 

 Knowledge of the Townsville and North Queensland region its attractions and development potential 

 Experience in a membership based or not for profit organisation. 

 Previous experience in commercial industry. 

 Tertiary experience ideally in Events Management, Marketing, Communications or Business. 

 

 
All applicants must be willing to work flexible hours and to participate in work-related travel where required.  

 

Townsville Enterprise Limited promotes an environment where professional development and learning is encouraged 

with each staff member expected to take an active role in driving his/her personal development in tandem with the 

formal review and development process.  

 

 

 

I acknowledge that I have read and understand the contents of the Position Description. 

 

 

Name: ………………………………………… Signature:  ……………………………………………….. 

 

  Date: ……………………………………………….. 
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Attachment A: Table of Duties and Responsibilities 

Strategic Pillar & 

Organisational Goals 

Key objectives Measures of success 

Proud and Engaged 

Membership 

Ensure Members and Partners are 

engaged, well informed and proud 

ambassadors for the region and 

the organisation 

 Coordinate and assist with all corporate and member functions including, but 

not limited to, member networking functions, business breakfast series, North 

Queensland Tourism Awards, Tourism and Events Conference/Forum and Gala 

Dinner, Annual General Meeting and Chair/CEO Roundtables. 

 Work with the membership base to book event venues, arrange catering and 

ensure audio visual equipment is available for all functions. 

 Source guest speakers, presenters and entertainment where appropriate. 

 Propose appropriate menu for each function. 

 Coordinate all required travel arrangements (ie. for speakers, presenters and 

entertainment etc.) including flights, accommodation and ground transport. 

 Ensure appropriate décor to meet the expectations of guests. 

 Be present at TEL functions and, in the event the Events & Membership Support 

Coordinator cannot be present, inform the Senior Marketing Executive to ensure 

a TEL staff representative is available.   

 Assist with managing onsite production, bump-in/bump-out for functions as 

necessary. 

 Coordination of name tags, registration lists, seating cards, etc with assistance 

from Operations Support/Receptionist. 

 Coordination and preparation of materials, packages and gift bags where 

necessary. 

 Serve as the key contact with members and vendors on event related matters. 

 Ensure effective communication with partners and members through 

electronic, print communications and regular phone contact. Specific tasks will 

be scheduled via the membership contact, communication and servicing 

strategy. 

 Ensure member functions are listed on the TEL website, events calendar and 

relevant external community and business related calendars. 

 Assist with implementation activities for the continued use of the CRM 

application in conjunction with the Senior Marketing Executive. 

 Assist in member information storage through Microsoft Dynamics CRM.  

 Assist in the management of the integration of new members. 

 Ensure all appropriate stakeholders are engaged wherever and whenever 

necessary. 

 Successful coordination of member/stakeholder 

events as agreed with the  Senior Marketing Executive 

by achieving each individual project within budget, 

revenue raised, number of attendees and surveyed 

attendee feedback. 

 Maintain a high degree of customer satisfaction with 

TEL members, partners, strategic partners, 

stakeholders, staff, volunteers and potential members 

by achieving a satisfaction rating of 80% or above 

from feedback from members on annual satisfaction 

survey. 

 The professional presentation of documents and 

reports for use both internally and externally and 

accurate communication of events. 
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 Using initiative to implement constant improvement practices which enhance 

customer service and satisfaction both in relation to functions and membership 

services generally. 

Capable and Accountable 

Financially sustainable with a 

team of high performers that can 

leverage the passion and 

capabilities of all Stakeholders to 

achieve regional growth 

 Collate statistical data on all functions held, measuring the performance and 

quality of the event. 

 Conduct research, make site visits and compile a bank of resources to assist 

with the decision making process when selecting a venue and suppliers for TEL 

events. 

 Maintain a good understanding of all teams and their associated member 

related activities. 

 Liaise with Senior Marketing Executive in preparing and monitoring the budget 

for TEL events and member functions. 

 Monitor/track event finances working to the allocated budget and targets. 

 Provide periodic progress reports to the Senior Marketing Executive. 

 Prepare and modify function/event contracts as required. 

 Achieve function/event set revenue budgets. 

 . 

 Be familiar with, or be in a position to acquire knowledge of, all Workplace 

Health and Safety regulations and policies of the organisation and its teams and 

observe these in day to day business operations. 

 Demonstrate a professional, team orientated and outcome focused work ethic 

through maintaining acceptable levels of corporate dress standard; using 

effective and appropriate communication; consideration of fellow staff; a 

constant focus on benefits of activities for our members and the region and 

seeking of new members and partnerships. 

 Assist in providing information and advice on Townsville North Queensland, its 

attractions and potential. 

 Work as part of a team on major projects and events providing back up to other 

departments or performing additional duties as and when required. 

 Maintain accurate reports and databases to ensure 

successful event production and timely reporting to 

the Senior Marketing Executive. 

 Performance in meeting regular or project guidelines, 

accuracy of documents and communication and 

reasoning presented for changes. 

 Demonstrated team work and leadership qualities. 

 Display of professional, corporate standard through 

personal presentation and communication.  

 


