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	AWARD CLASSIFICATION
	VWGA Level 6
	ANZSCO
	899999

	DIRECTORATE
	Venue Management	BRANCH
	Commercial

	LINE MANAGER
	General Manager Commercial Partnerships
	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 Partnerships Executive is responsible for the execution and management of sponsorship arrangements (including naming rights) for RAC Arena. The position is the primary contact for the naming rights partner and coordinates sponsorship and partnership arrangements and activities delivering on strong return on investment for sponsors and partners. 
In addition, this position is responsible for generating and coordinating function business ensuring that client’s requirements are satisfied and that RAC Arena maintains its reputation as WA’s premier sport and entertainment venue.  
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
· Acts on all function bookings promptly to ensure every opportunity is seized to maximise business growth.
· Coordinates all function business using function software ensuring accurate details as advised by the client, ensuring they are communicated to other departments. 
· Undertakes negotiation with hirers ensuring maintenance of quality and profitability. 
· Coordinates with hirers and venue partners on activation requirements.
· Implements and reports on sponsor brand activations and benefits.
· Delivers sponsorship agreements with strong return on investment to provide value and renew partnerships.
· Ensures that the ongoing delivery of partner benefits is documented and a timely report of results is delivered to each partner following initiatives/activity.
· Ensures compliance in sponsor activities in relation to the RAC Arena brand and activities and hirer’s intellectual property.
· Maintains a database of clientele and client functions in the function software for client history and reporting purposes.
· Conducts site inspections/meetings with clients as necessary to showcase the venue and discuss the clients function needs. 
· Promotes and sells RAC Arena’s services and facilities to clients and partners. 
· Develops plans and tailors opportunities at the venue to help meet client objectives and briefs and exceed expectations.
· Work with the wider commercial team to ensure clients receive valued benefits and networking opportunities.
· Undertakes activities to upsell food and beverage and other offerings to clients.
· Assists the wider commercial team with the development and implementation of the venue commercial program and roll-out of new commercial products.
· Maintains a contemporary knowledge of the current performance/show schedule, food and beverage options and promotions, function spaces, venue area costs and set-up capabilities to ensure effective and appropriate selling. 
· Plans and facilitates venue partner activations.
· Assists clients with requests for theming, decoration, entertainment, equipment hire as required.
· Follows up with the client after the function to measure engagement and obtain feedback, maintaining a database of feedback for reporting and research purposes. 
· Assists the Manager Commercial Partnerships with the production of sponsor/partner proposals and/or requirements.
· Actively participates in identifying venue and client needs, new products and services and opportunities to provide additional value to partners. 
· Completes financial and post event reports related to venue partner activations. 
· Assists the Partnerships Manager in the setting, tracking and reporting of relevant budgets e.g. monthly sponsorship budget.
· Conducts regular sponsorship impact research and shares findings with partners and internal stakeholders.
CLIENT AND STAKEHOLDER MANAGEMENT
· Proactively scans the market for global best practice initiatives/opportunities, meeting and maintaining relationships with a wide variety of prospective clients/leads.
· Maintains professional and productive relationships with service providers, key internal and external stakeholders, and third-party suppliers.
· Meets and greets VIP clients for events as required. 
· Attends networking functions as required. 
· Ensures the client receives all necessary correspondence when coordinating a function.
· Develops, distributes and follows up function quotes within required timeframes. 
· Conducts regular meetings with partners to maintain stakeholder engagement and satisfaction. 
· Makes introductions between other sponsors or hirers where appropriate to aid in the delivery of partner objectives.
· Actively procures feedback from clients, measures trends and makes changes to sponsorship programmes as required to provide the best ROI for partners for the highest likelihood of renewal.
CONTRACT ADMINISTRATION
· Ensures clients uphold all contractual obligations, certificate of currency requirements and payment process requirements.
· Initiates and completes the renewal process for sponsorship agreements.
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 partnership, client support or marketing role including:
a. Strong understanding of brand strategy
b. The ability to develop and apply creative concepts to meet client needs within budget
c. High-level negotiation and relationship building skills and client servicing experience
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)
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