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	Position Title
	Marketing Coordinator 

	Status
	Full-time

	Classification Level
	SCEC Pty Ltd Certified Agreement 2022 Level 3

	Department
	Marketing

	Effective Date
	February 2026




 ABOUT US	
Operated by the Sunshine Coast Events Centre Pty Ltd, The Events Centre is the leading performing arts centre located on the beautiful Sunshine Coast. We are a place where arts, entertainment and events come alive; where the community gathers to celebrate, learn, and connect.
We provide cultural leadership for the Sunshine Coast and enhance the liveability of the region by presenting a rich and diverse program of performing arts and events, enhancing local creative industries and vocational opportunities. We engage in programming and partnerships for the benefit of culture, tourism, and business, putting audiences, artists and community at the heart of everything we do.
We strive to be a beacon of inspiration, innovation, and inclusivity, fostering a sense of belonging, pride, and cultural vitality.

VALUES AND BEHAVIOURS	
The Events Centre aspires to be a values-driven organization. In a values-driven culture, we find alignment between personal values and the organisation’s values, creating a unified and motivated team. Our values represent what we, as a collective, care about. Using them to guide our behaviours is critical to ensuring that we are working together and aligned to our purpose.
1.	INTEGRITY: We work with honesty, responsible to our stakeholders.
2.	EXCELLENCE: We are committed to the pursuit of quality in everything we do and strive to demonstrate best practice in managing our business, engaging with our diverse community and through presenting a broad range of programming and services.
3.	COLLABORATION: We are empowered by teamwork, working consultatively both internally and externally, to pursue opportunities and find creative solutions.
4.	INNOVATION: We embrace change and actively position ourselves to be informed of market, technical and programming developments, willing to take risks to strengthen and grow our business.
5. 	POSITIVITY: We take a positive outlook, bringing energy and enthusiasm to our work; doing what it takes and inspiring others to do the same.

 ABOUT THE ROLE	
The Events Centre Caloundra delivers performing arts productions and activities as well as business and community events. The Marketing Coordinator is a key player in the planning and implementation of the overall marketing campaigns for The Events Centre with core responsibilities around advertising, media partnerships, paid social media, promotional campaigns and client services. 




 RESPONSIBILITIES	
Implement high-quality and cost-effective marketing activities for The Events Centre 
· Collaborate on the development of brand, organisational and campaign strategies
· Coordinate advertising including outdoor, radio, print, TV and paid digital ads for assigned events and projects. 
· Coordinate the organic social media schedule so that it aligns with the social media strategy. 
· Work with the Content Designer to plan visual content requirements for campaigns
· Develop clear, persuasive, and original written copy suitable for collateral and advertising
· In liaison with the Marketing Manager, coordinate the eDM schedule, and build email marketing campaigns for assigned shows
· Coordinate promotional activities, including cross-promotion opportunities, ticket giveaways and influencer invitations for shows
Liaise with venue hire representatives to provide marketing support services for their events
· Negotiate marketing support services across owned and paid channels that fit within the venue hirers budget
· Develop and implement marketing schedules for venue hire events that fit within the broader marketing activity of The Events Centre, including the distribution of media releases
· Edit provided event copy in alignment with The Events Centre brand and style 
· Generate invoices for marketing services and sign off marketing costs in the event management system
Provide high level support to the Marketing Manager, Senior Management and broader team as required
· Undertake proofing of marketing materials
· Assist the Marketing Manager to analyse market trends and customer behavior
· Prepare reports and analytics on marketing campaigns for post-campaign debriefs
· Assist the Marketing Manager with updating the marketing budget, and processing invoices
· Grow professional knowledge, contributing to the improvement of systems and strategies
· Provide general administrative support within skills and scope

NOTE: An employee may be directed to carry out such duties as are within the limits of the employee’s skill,
competence, and training.

 ROLE DIMENSIONS	
Reporting line
· To the Marketing Manager
Budget/Expenditure
· Nominated business-as-usual expenses as agreed with the Marketing Manager





 KEY CRITERIA	
We are looking for a creative problem solver with a positive ‘can-do’ attitude and a customer-centric approach. The Marketing Coordinator will have:
· Minimum 3 years’ experience in a marketing position and tertiary qualifications in Marketing, Communications, PR or Business
· Demonstrated ability to develop an overall marketing campaign and follow it through, including design concept, promotional activities, sales tracking and last-minute activations.
· Highly developed project management skills with familiarity using software like Asana or Monday, and the ability to multi-task and thrive in a fast-paced environment with shifting priorities and time-sensitive deadlines.
· Outstanding written and oral communications skills with high level attention to detail and experience copywriting across multiple platforms 
· Demonstrated ability to use advanced functions of Microsoft Office, all social media platforms and email marketing systems. Also, working knowledge of Adobe Creative Suite, website CMS systems, SEO, SEM and PPC campaigns.
· A visual storyteller with a passion for creating high-quality, shareable and on-trend content
· After hours work may be required due to the nature of the industry
ACKNOWLEDGEMENT	


I,	, accept the position description as outlined above. I have been given an
opportunity to ask questions about the contents and I understand the terms and conditions outlined in this document.

…………………………………………………………………………..	Date: ……../……../…………..
Signature of Employee
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