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	AWARD CLASSIFICATION
	VWGA 6.1
	ANZSCO
	899999

	DIRECTORATE
	Venue Management	BRANCH
	Commercial

	LINE MANAGER
	Partnerships Manager
	DIRECT REPORTS
	Nil

	SPECIAL CONDITIONS
	Ability to work outside normal office hours for events including nights, weekends and public holidays. 



ABOUT THE DIRECTORATE
The Commercial Directorate is responsible for maximising commercial outcomes across VenuesWest’s self-managed venues through commercial sales, event development and procurement, management of commercial contracts, marketing and ticketing services, and the development of partnership and sponsorship arrangements. The Directorate also leads collaboration with partner and co-managed venues, where required, to leverage commercial opportunities and drive whole-of-portfolio outcomes.
ABOUT THE ROLE
The Premium Hospitality Coordinator is the primary contact for corporate hospitality clients at RAC Arena and is responsible for liaising with key internal departments to ensure the suite level operations run smoothly during events. The role proactively leads the RAC Arena premium hospitality program and assists the Partnerships Manager with the development of commercial programs and initiatives to deliver high-quality experiences to stakeholders. 
ROLE RESPONSIBILITIES
VenuesWest is committed to Equal Employment Opportunity (EEO) and diversity in the workplace and providing a safe and inclusive environment for workers and patrons. We will perform all duties and responsibilities in a manner and behaviour consistent with EEO and Work Health & Safety legislation, VenuesWest’s Code of Conduct, the VenuesWest Way and other relevant Policies/Procedures and legislation.

COMMERCIAL
· Promotes RAC Arena’s services and facilities to clients. 
· Undertakes activities to upsell food and beverage and other offerings to clients.
· Assists the Partnership Manger with the development of the wider venue commercial program.
· Assists the Manager Commercial Partnerships with the production of sponsor/partner proposals and/or requirements.
· Provides general administrative support to the Manager Commercial Partnerships as required. 
· Assists in maintaining and delivering the commercial club strategy ensuring that commercial clients receive valued benefits and networking opportunities.
· Ensures the wider venue team develops relationships with the relevant levels of the commercial clients’ organisational charts.
· Completes financial and post event reports and tasks as and when required.
CLIENT AND STAKEHOLDER MANAGEMENT
· Manages the various needs and requirements of clients in the lead up to each event
· Liaises with the venue, ticketing, catering and parking managers to ensure smooth running for corporate hospitality clients at events. 
· Issues all tickets to clients within required timeframes prior to each event. 
· Ensures all required parking is registered prior to each event.
· Ensures all client catering requirements are processed and with the catering department within required timeframes prior to an event.
· Communicates with Suite Holders through event announcements, and regular updates.
· Regularly reviews the condition of the suite fit out and coordinates maintenance as required.
· Hosts the suite level on all event day/nights and ensures guest satisfaction levels remain high. 
· Receives and acts on any last-minute requirements or issues to ensure satisfactory outcomes for clients.
· Regularly updates all suite level staff with training that will enhance the experience of the suite holder. 
· Provides up to date information to various teams involved in suite operations.
· Consults with clients to identify what initiatives they would like to see implemented and how the overall experience can be improved. 
· Maintains a database of client feedback.
· Identifies opportunities to additionally activate suite level at key events. 
· Investigates and develops ‘value-add’ services (including concierge, merchandise, F&B, etc.) for suite level foyers that enhance the overall suite experience.
· Proactively scans the market for global best practice initiatives/opportunities, meeting and maintaining relationships with a wide variety of prospective clients/leads.
· Identifies opportunities to network clients with each other, leading to productive relationships.
· Manages the various needs and requirements of corporate hospitality clients in the lead up to each event.
· Actively participates in identifying venue and client needs, new products and services. 
· Maintains professional and productive relationships with service providers, key internal and external stakeholders, and third-party suppliers.
CONTRACT ADMINISTRATION
· Negotiates suite renewal contracts to ensure best possible outcomes for the organisation. 
· Issues accurate commercial agreements for corporate suite holders.
· Provides contractual information to clients as required, presenting accurate details relating to leasing a corporate suite. 
· Ensures clients uphold all contractual obligations regarding their suite lease agreement.
WORKPLACE SAFETY AND HEALTH
· I take care to protect my own safety and health at work, and that of others by co-operating with all VenuesWest policies and procedures and complying with all applicable work health and safety laws.
OTHER
· Other related duties, as directed.

ROLE REQUIREMENTS
The following capabilities are to be addressed in context of the responsibilities of the role.
ESSENTIAL
1.  Previous relevant experience working in a fast-paced events or premium hospitality environment including:
a. High-level customer service and stakeholder management skills
b. Strong understanding of commercial offerings including catering and the ability to network and attract new clients
c. Ability to work in a high-pressure environment, meeting deadlines and managing multiple tasks simultaneously
d. High-level administrative skills.



2.  Supports shared purpose by understanding organisational objectives, how they relate to the role and makes recommendations for improvements.
3. Organises and reschedules work to reflect changes in priority; Maintains accurate records and files; Sees tasks through to successful completion.
4. Builds and maintains relationships by keeping clients informed; responding to changes in client’s needs, acting on constructive feedback; Responds to diverse experiences seeking input from others and supports a culture of quality customer service.
5. Exemplifies personal integrity and self-awareness by adhering to the VenuesWest Way and Code of Conduct; Provides accurate information; Stays calm under pressure and ensures work is finalised.
6. Communicates clearly both orally and in writing; Listens to understands and adapts communication styles to the audience.
7. Clearly communicates roles and responsibilities to establish clear performance standards and deadlines; Recognises and develops potential in team members and provides constructive feedback; Promotes and communicates change to employees.
ABOUT THE VENUESWEST WAY
It is our system of defining and measuring our culture and sets the expectation on how we engage, improve, support and challenge one another to be the safest and best we can be – as individuals and a collective. Our signature behaviours are:
[image: A group of icons to represent the VenuesWest Way signature behaviours.
In order left to right; a trophy 'We Champion Dreams', an exclamation mark in a triangle 'We Deliver Safely', a star 'Together We Win', a building 'We Act Like Owners', and a cone with streamers and confetti 'We Celebrate Success']
POSITION CONDITIONS AND ELIGIBILITY
Appointment to this position is conditional upon:
· Providing evidence of ‘Right to Work’ in Australia 
· Providing evidence of a National Police Clearance (dated within X months)

CERTIFICATION
	The details contained in this document are an accurate statement of the duties, responsibilities and other requirements of the position.

	<Delegate Name>
<Job Title>
	<DELEGATE SIGNATURE>

	Date JDF Approved
	Click or tap to enter a date.
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