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GLOBE Awards Ceremony 
Coordinator 
Position Description 

 

 

About you 
If you are an energetic, engaging and people focused individual, we have an opportunity for 
you to join our diverse, dynamic, and passionate team.  
 
We are looking for friendly and well organised people with experience in planning and 
running events to lead and assist on our GLOBE Community awards annual event.   
 
GLOBE has a desire to better reflect the community we serve. We encourage LBTQ women, 
non-binary and gender non-conforming people to apply for this position. 
 

About the role 
Reporting to the GLOBE Vice President Events and forming part of a diverse, dynamic, and 
passionate team, this role is critical to the ongoing development and delivery of the GLOBE 
Community Awards. 
 
The GLOBE Community Awards celebrate achievement in Victoria’s lesbian, gay, bisexual, 
transgender and intersex community. It highlights the work of all types of organisations that 
benefit or unite the LGBTIQ+ communities, and highlights the outstanding work and 
contribution of individuals in our community.  

The GLOBE Community Awards were inaugurated in July 2014, and continue a proud 
Victorian LGBTIQ+ tradition of recognising the inspiring people and organisations that work 
to benefit LGBTIQ peoples.   

As the Awards Ceremony Coordinator you will lead and oversee the planning and execution 
of the logistical and event related elements of the GLOBE Community Awards. 

Responsibilities 
• Establish and work closely with the GLOBE Community Awards Sub-committee to ensure 

all logistical event elements are exceptionally organised, planned and communicated 
well in advance 

• Oversee the booking and management of event elements including:  
o Entertainment and MC’s 
o Programs and goodie bags 
o Photographers and video team 
o Streaming and radio broadcast 
o Floral displays and other theming elements 
o Photo both 
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o Take part in developing detailed briefing to all relevant volunteers before service 
and allocate resources effectively throughout the event 

o Set up and allocate GLOBE Committee member to manage silent auction 
On the awards night –  

• Event manager for the evening 

• Assist venue staff with guest management and swiftly resolving any issues 

• Oversee set up and management of finalist registrations 

• Pull together a stage management team to look after entertainment, MCs and awards 
distribution 

• Assisting marketing and communications team with photographers and videographers 

What you'll need to succeed 
• Be available to chair GLOBE Community Awards Sub-committee meetings (starting 

monthly increasing to fortnightly closer to the event) 

• Confidence in your communication skills and the ability to interact and build 
relationships with external vendors 

• A strong commitment to delivering a five-star experience 

• Previous experience in events management preferred 

• To be a highly organised person who has a focus on detail and the ability to multitask 

• A team player attitude but the capability to work independently 

• The ability to be adaptable when faced with pressurised situations 

• Motivation to succeed.  We are looking for self-starters who are dedicated, able to 
prioritise and operate with a sense of urgency and ownership to see things through to 
completion. 

 

About Us 
 
GLOBE is a not for profit LGBTIQ Community Organisation that unites Victorian LGBTIQ 
individuals, groups and their supporters through social, professional and community events. 
  
In its 26th year, GLOBE continues to move from strength to strength in its plight to support, 
promote and drive the Victorian LGBTIQ Community. 
 
Community is central to GLOBE’s purpose. 
 
GLOBE has a long and proud tradition of providing financial support to Victoria’s LGBTIQ 
individuals, groups and organisations through the GLOBE Community Grants program. To 
date, we’ve given out more than $100,000 in grants and scholarships. 
 
Over the past 5 years’ GLOBE, in partnership with the Victorian Government, has celebrated 
the unsung heroes of the Victorian LGBTIQ Community through the GLOBE Community 
Awards. 
 
The awards highlight the work of all types of organisations that benefit or unite the LGBTIQ 
community and highlight the outstanding work and contribution of individuals in our 
community. 


