Placement Description
	[bookmark: _Toc181364493]Organisation
	[Insert organisation name, e.g., Australian Surfing Festival]

	Position
	[Insert position title, e.g., Event Assistant]

	Number of positions
	[Insert number of positions, e.g., 1]

	Website
	[Insert link to organisation website, e.g., www.asf.com.au]

	Location
	[Insert organisation address and indicate work from home options if applicable, e.g., 1 Newcastle Road, Newcastle]

	Term
	[Insert term, e.g., Semester 1 2025 (Feb-June)]

	Days and hours
	[Insert required workdays/-times, e.g., x hours per week, or Thursday/Fridays 9am-4pm]


About the organisation
[Provide a brief description of your organisation, its mission, and key activities. E.g., “Australian Surfing Festival is the largest surfing festival in Australia with both male and female competitors travelling from local, national, and international locations to compete.”]
Position summary
[Describe the main objectives and responsibilities of the position. Example: “This Event Assistant role within the Australian Surfing Festival team is dynamic, allowing the individual to gain a full-scale understanding of every element of the pre, during, and post-event stages. This role is largely community based actively engaging with sponsors assisting integral elements of event production.”]
About the role
[Detail the specific tasks and responsibilities associated with the role. For example: 
This role will be assisting the events team in producing the Australian Surfing Festival 2025. The role is multifaceted and will require the right candidate to have a keen interest in marketing, communications and event management. The ideal candidate will be in their final year of a business, commerce or business analytics degree and be keen to develop their skills in collecting, collating and presenting event data (graphs, pie charts etc) to our event partners. The successful candidate will have strong written and verbal skills, excellent time management skills and the ability to present themselves in a confident and professional manner. The role will be divided into the following timeline:
Pre-event
· Creating and distributing sponsor packs
· Event management for external sponsor events i.e., Launch Event
· Minor event coordination
Event
· Organising and attending on-site meetings
· Data collation for Post Event Reports
· Coordinating sponsorship corporate hospitality
· Liaising with all aspect of the team, ensuring sponsor KPIs are met
Post-event
· Assisting with both minor post event reports
· Assisting with major post event reports”]
Key dates to consider
[Provide important dates related to the position. Example: “The successful student will complete the placement from 1 April to 1 June 2025.”]
Selection criteria
[Outline the criteria for selecting candidates. For example: 
· Must be enrolled in a placement course at the University of Newcastle
· Be studying a degree relevant to the position [specify if needed]
· Great attention to detail
· Multi-tasker
You’ll be:
· Friendly, with a positive attitude
· Willing to learn
· Interested in data collation and visualisation
· Able to work well under pressure
· Organised and capable of multi-tasking
· Confident and have strong interpersonal skills
The successful interns will negotiate directly with the Australian Surfing Festival Director to achieve 140 placement hours.”]
Application instructions
[Provide application instructions. For example, “To apply for this Career Ready Placement opportunity, please send your resume and a covering letter addressing the selection criteria and explaining why you would like to be considered for this placement to FIRSTNAME LASTNAME (firstnamelastname@aussurfingfestival.com).”]
Closing date
[Confirm closing date and time for applications, e.g., “Applications close Midnight Sunday XX XXXX”]

