
 

 

North Richmond Panthers are seeking an enthusiastic, dedicated and customer focused event specialist to join 

their friendly team.  

 

We currently have an opportunity for a passionate Event Coordinator to join our busy team of professionals. 

The role will involve coordinating a wide range of meetings and events including Christmas parties, corporate 

events, Melbourne Cup Day and Mother’s/Father’s Day. Your fantastic customer service, sales and leadership 

skills will enable you to satisfy a wide range of clientele and secure their bookings for our venue. As an Event 

Coordinator, you will be involved with both the sales and operations of the events, and work closely with the 

client and departments within the club to ensure a positive function experience for all of our clients. You will 

have a strong sales focus and a go-getter attitude in confirming and coordinating events, achieving forecasted 

budgets and department growth through new and repeat business. You will account manage a vast variety of 

events whilst creating and ensuring a harmonious, positive and productive working relationship between 

Panthers and its clients. 

 
Main Duties and Responsibilities will include, but are not limited to: 

 Maximise and convert event enquiries into confirmed bookings, up-selling wherever possible; 

 Maintaining high standards of customer service by anticipating clients’ needs within a variety of 

function settings and delivering a personal and flexible service; 

 Coordinate all events in an efficient, friendly and productive manner; 

 Create and uphold client relationships and personally follow up on all bookings; 

 Overseeing multiple functions and ensuring functions run according to plan and schedule; 

 Shift and staff management; 

 Maintaining and reporting accurate information relating to weekly sales, new accounts, monthly 

function sheets, contracts and; 

 Complete Duty Manager shifts as required in conjunction with this role. 

 

To be successful in this role, you will have; 

 Minimum 12 months sales experience preferably in the hospitality and/or functions department;  

 Strategic thinking skills and the ability to handle multiple tasks and projects; 

 Great organisation skills and strong attention to detail; 

 Outstanding written and verbal communication skills; 

 Demonstrate initiative to work efficiently, pro-actively, autonomously and in a team environment; 

 Ability to problem solve and develop new concepts and ideas to grow the business and; 

 Hold current RSA and RCG. 

 

A quick thinker with a professional phone manner and a high standard of personal grooming, you will take 

pride in your appearance and your workplace. Flexibility and reliability is essential as you will be required to be 

available 7 days a week including nights, weekends and public holidays.  
 

If this sounds like the position for you and you are up for the challenge, then please apply today! 

 

The Panthers Group is an Equal Opportunity Employer and encourages indigenous Australians to apply. 

 

 
 

  
 

Events Coordinator  

Part-Time Permanent Position 

Want to Apply? 

Please send your Cover Letter and updated Resume to: 

employment@panthers.com.au 
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