VICTORIA PARK
COMMUNITY CENTRE

Collaborate « Imagine * Thrive

Position: Venue and Place Coordinator

Oversees venue bookings, administration, and day-to-day operations while supporting place
activation and a welcoming community experience at VPCC.

About the Role

This role is central to the Centre’s day-to-day operations. You will be responsible for ensuring the
facility runs smoothly keeping the doors open, supporting venue hirers, and managing
maintenance needs as they arise.

As the primary point of contact, you will manage enquiries and bookings and liaise with contractors
as well as the Department of Communities’ asset maintenance team.

In addition to operational responsibilities, the role contributes to creative placemaking and
community development at VPCC. This includes overseeing the weekly Playgroup, supporting
volunteer recruitment, and delivering projects that enhance access, inclusion, and activation of the
space.

This position is well suited to someone who enjoys working in a community environment and has
strong organisational skills, with a focus on logistics and facilities management.

Key Duties
Administration

Manage incoming telephone calls, mail, and email enquiries

Greet and assist visitors

Maintain filing and archiving systems for compliance docuumentation
Order and restock consumables, cleaning, and office supplies

Ensure all forms, terms and conditions, and facility documents are current
Record and report Centre safety incidents

Collect and input Centre data, including regular hirer statistics

Building Maintenance & Asset Management

e Act as the first point of contact for maintenance issues relating to the building and
equipment

e Liaise with the Town of Victoria Park and Department of Communities regarding
inspections, repairs, and routine maintenance

e Maintain an up-to-date Building Maintenance Register

e Conduct regular inspections of the Centre and report any faults or issues to the Centre
Manager

e Liaise with the Centre’s cleaning contractors

Venue Hire

e Manage all venue hire enquiries via Space to Co
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e Maintain booking systems, including cancellations and rescheduling

Act as the primary contact for hirers, including site visits, entryv code generation, and walk-
throughs

Ensure hirers hold appropriate insurance and meet eligibility requirements

Monitor compliance with Centre Terms and Conditions

Respond to customer enquiries and complaints

Be available as an after-hours contact for hirers when required (including weekend mobile
phone coverage)

Playgroup

Administrate and oversee the weekly Playgroup

Supervise and support work experience participants

Plan activities in collaboration with volunteers and students

Purchase resources and organise special events (e.g. end-of-term activities)

Child Safety Champion
e Undertake regular training in child safety
e Promote a child-safe culture within the Centre
e Provide guidance, raise awareness, and share relevant information
e Make recommendations for continuous improvement

Volunteer Coordination

e Support volunteer recruitment and promotion
¢ Manage volunteer induction, onboarding, and compliance
e Coordinate volunteers for programs and events

Other

e Undertake additional duties as required by the Centre Manager

Essential Requirements

Experience in administration, customer service, and/or venue management

Proficiency in Microsoft Office: Word, Excel, Planner

Ability to manage data, registers, and operational systems

Strong communication skills and confidence engaging with the public, community members,
and hirers

Experience ordering supplies, sourcing quotes, and liaising with contractors

¢ Ability to liaise with external agencies and departments regarding maintenance

Desirable

e Experience with our booking platform - Space to Co
e Experience with building access management systems
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e Experience with Canva or Humanitix

What We Offer

A passionate and supportive team delivering meaningful community impact

A dynamic and engaging work environment

Opportunities to contribute to creative placemaking and community development
Ongoing professional development

Work Details

Hours: 20 hours per week
Current Schedule: Monday, Tuesday, Thursday — 8:00am to 3:00pm (30-minute lunch break)
Pay: SCHADS Level 3.1 - 3.3 (on review of formal qualifications).
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