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Position Description 

Senior Events Coordinator 
 
Organisation: 
 

 
Australian Strategic Policy Institute 

Location: 
 
Division: 

Canberra (flexible) 
 
The Sydney Dialogue 
 

Reports to: 
 

Director of The Sydney Dialogue 

Employment Basis:  Full-time 
 

 Part-time 
 

 Fixed-Term Contract  
 

 Temporary   

 

Classification: The successful candidate will be offered a remuneration package at a level 
aligned with their demonstrated skills and expertise. 
 

Last Updated: 
 

May 2022 
 

The Role 
The Australian Strategic Policy Institute (ASPI) is an independent, non-partisan think tank that produces 
expert and timely advice for Australia's strategic and defence leaders. The Institute's work helps to foster 
strategic expertise in Australia through dialogue, research, and its contribution to public debate. 
 

ASPI’s largest event, The Sydney Dialogue, brings together heads of government, Ministers, the most senior 

tech company executives, and prominent civil society leaders to discuss forefront technology issues. Last 

year’s inaugural Dialogue was a resounding success, attracting the highest caliber of speakers including 

Australian Prime Minister Morrison and Indian Prime Minister Modi. The Dialogue reached an audience of 

close to one billion people across the globe.  

 
This exclusive, high-level forum is due to convene at Australia’s architecturally renowned Sydney Opera 
House on Sydney Harbour in November 2022. The invite-only summit will host 300 representatives, joining 
in person and virtually, to debate policy, drive innovation, and establish common understandings of the 
opportunities and challenges posed by advances in emerging, critical, and cyber technologies. 
 

Duty Statement 
This role of the Senior Events Coordinator will involve leading the coordination of The Sydney Dialogue 
event planning, including: 

• Assisting the Director – The Sydney Dialogue, to plan and deliver the Sydney Dialogue 2022  

• Presenting as the key contact for the Sydney Dialogue, including assisting with the planning, 
scheduling, and execution of production elements for the Dialogue, working closely with key internal 
and external stakeholders. 

• Providing relevant reporting to stakeholders. 

• Assisting the Director with the management of additional staff working on the Dialogue 

• Assisting the Director with the management of the project’s budget and financial reporting 
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• Executing the Sydney Dialogue on event days and resolving problems as they arise 

• Managing event documentation including check lists, run sheets and briefings. 

• Assisting with post event reporting and de-briefing with the Sydney Dialogue team. 

• Assisting in developing and managing communications for the dialogue 

• Developing, implementing, and monitoring day-to-day operational systems and processes for the 
Sydney Dialogue. 

• Project management and organisation of Sydney Dialogue companion publication, The Sydney 
Dialogue Playbook. Sourcing and communicating with authors, coordinating production schedule and 
design timeline, and managing external contractors (both design and editing).  

• Developing and executing digital marketing campaigns to support the marketing strategy. 

• Managing Customer Relationship Management and Email Direct Marketing strategy and systems. 

• Leveraging social media channels to drive engagement and grow the TSD community across all owned 
platforms. 

• Collaborating on all areas of production, including video editing, drafting scripts. 

• Management and upkeep of the Sydney Dialogue website 

Selection Criteria 

Essential Qualifications: 

• Minimum 5 years’ experience in event coordination, organising stakeholder events in a fast paced, 
highly professional environment  

• Proven organisational skills, time management skills and exceptional attention to detail. 

• Excellent interpersonal skills with the ability to work with all levels of internal and external 
stakeholders including high level government officials and senior business leaders. 

• Good oral and written skills, including an ability to draft clear and concise messages and to present 
information in a logical and coherent manner 

• Good working knowledge of computer software, including Excel, Word, Outlook, and PowerPoint. 
Knowledge of Monday.com is desirable. 

• Proven ability to work both independently and collaboratively within a team environment 

Desirable Qualifications: 

• Knowledge and experience working with or within Australia’s national security landscape 

• Experience coordinating events in an on-line format 

Remuneration will be competitive and commensurate with experience. 

 


