
GLOBE Events Assistant
Position Description

About you

If you are
● Energetic, engaging and people focused
● Creative and used to thinking outside the box
● An excellent networker
● Passionate about events
● Able to work independently as well as part of a team
● Personable and presentable
● Eager to contribute new ideas...

We have an opportunity for you to join our diverse, dynamic and passionate team.

GLOBE has a desire to better reflect the community we serve. We encourage LGBTIQ+ women,
non-binary and gender non-conforming people to apply for all of our positions.

About the role

This is a volunteer internship position for a period of nine months, from May 2021 - January 2022.

Reporting to the GLOBE Vice President - Events and forming part of a diverse, dynamic and
passionate team, this role is critical to the ongoing engagement of GLOBE’s members.

The GLOBE Events portfolio contains the different activities that take place during the year in
collaboration with other portfolios such as Memberships [Individuals, Small Business and Corporate
members] and the Marketing team.

You’ll work across a range of events, focusing on the monthly GLOBE Networking events, which were
established in 1997 and provide an opportunity for professional individuals and small business
owners to meet, network and connect with like-minded people.

As a GLOBE Events Assistant, you will work closely with the Vice President - Events on the
management of the events in this portfolio.
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Key responsibilities:

- Assisting the Vice President - Events with a large number of events, ranging from small
meetings to the annual awards ceremony

- Accompanying the Vice President - Events to both internal and external events when
required

- Supporting the Vice President - Events with logistical and administrative support
- Maintaining records of all meetings and activities
- Assisting with creative decisions
- Attending meetings to act as a second point of contact when required
- Attending a minimum of six out of eight Networking Events, which are held on the second

Thursday of each month
- Performing ad-hoc duties at events including, but not limited to, guest list management,

welcome and check-in, showing guests to tables, taking coats, distributing name tags
- Helping set up and dismantle events efficiently through to completion
- Ensuring all branded items for events arrive at the venue on time and are packed up securely

and removed from the venue following completion of the event.

What you'll need to succeed

- A strong commitment to delivering a five-star experience
- A team player attitude and the capability to work independently
- The ability to be adaptable when faced with high-pressure situations
- Motivation to succeed
- Excellent people management skills
- Strong ability to communicate effectively, both verbally and in writing
- Outstanding organisation and time-management skills
- Ability to pay attention to detail and maintain quality focus and professionalism
- Computer literacy with experience in the use of Microsoft and Google Suite applications
- Proven project management skills
- A customer-service mindset and the ability to attend to members with respect and

compassion.

Commitment

This role will require an approximate commitment of 12 hours per month for 9 months, starting from
1st May 2021.
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Benefits:

- GLOBE certificate of participation
- Be part of our passionate LGBTIQ+ community organisation
- Participate in LGBTIQ+ Events with other organisations
- Expand your professional network
- Community experience added to your resume.

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.

GLOBE continues to move from strength to strength in its effort 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. Since its inception, GLOBE
has provided more than $100,000 in grants and scholarships.

Over the past five years GLOBE, in partnership with the Victorian Government, has also celebrated
the unsung heroes of the Victorian LGBTIQ+ Community through the GLOBE Community Awards.

A highlight of Victoria’s LGBTIQ+ calendar, the GLOBE Awards celebrate the work of all types of
organisations that benefit or unite the LGBTIQ+ community and promote the outstanding work and
contribution of individuals in our community.
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