


Job Description
Job Title		Community Event Coordinator – Harbour Sport & Albany Community Hub
Organisation	Harbour Sport
Prepared		December  2025
Location		Sports House, Stadium Drive, Albany
Term			Part Time 20 Hours Week
Background 
About He Toa Taua Harbour Sport 
Harbour Sport is the Regional Sports Trust for the North Harbour region, working with partners to help more people be active, more often. We support play, active recreation, and sport through collaboration with community groups, schools, councils, and sport organisations, with a strong focus on inclusion, wellbeing, and community connection.
About the Albany Community Hub
The Albany Community Hub is a shared community space that brings people together through sport, recreation, and community events. Harbour Sport supports the activation of the Hub through events and partnerships that celebrate diversity, encourage participation, and create welcoming, inclusive experiences for the local community.

He Toa Taua Harbour Sport

OUR VISION
A community that is passionate about being physically active and healthy

OUR PURPOSE
We contribute to individual and community Hauora through the power of physical activity

HE TOA TAUA – STRONGER TOGETHER
We lead, support, and connect our Harbour community through physical activity, sport, Hauora, and cultural engagement—championing inclusivity, with a focus on the least active, while upholding Māori as tangata whenua

OUR UNDERPINNING VALUES 

Harbour Sport is committed to honouring He Whakaputanga and Te Tiriti o Waitangi in our governance, operations and relationships.

Manākitanga / Respectful care and support
Manaaki i te katoa (Care for all) / Act with kindness and respect in every interaction.

Rangatiratanga / Leadership with integrity
 Whakatika i te ara (Walk the right path) / Lead with truth, integrity, and courage, even when it's hard.

Whanaungatanga / Inclusive connection and community
 Whakawhanaungatanga (Strengthen connections) / Create spaces where everyone feels seen, heard, and 
valued. 

Whakatauki
Ehara taku toa i te toa takitahi, engari he toa takitini - Success is not the work of an individual, but the work of many.


Job Purpose
The Community Event Coordinator is responsible for the planning, coordination, and delivery of high-quality events across Harbour Sport and the Albany Community Hub.
The role ensures events are delivered safely, professionally, and within budget, while providing positive experiences for participants, partners, and the wider community. A strong emphasis is placed on event planning, operational detail, and stakeholder engagement, supporting the effective delivery of both flagship Harbour Sport events and community-led activations at the Albany Community Hub.
Working closely with internal teams, community partners, volunteers, suppliers, and sponsors, the role contributes to Harbour Sport’s profile, community connection, and the activation of the Albany Community Hub as a vibrant and inclusive community space.
Key Events Supported
The role will provide planning and delivery support for key events, including but not limited to:
· Harbour Sport Excellence Awards
· Harbour Sport Shore to Shore
· Albany Community Hub community events, including Lunar Festival, World Play Day, and other local activations
Key Responsibilities: 
Event Planning, Coordination and Delivery
· Coordinate the end-to-end delivery of Harbour Sport and Albany Community Hub events, including annual flagship events, community activations, and ad hoc activities.
· Develop detailed event plans, timelines, budgets, run sheets, and operational documentation aligned to agreed standards.
· Support event marketing, promotion, and community engagement activity in collaboration with relevant team members.
· Ensure events reflect Harbour Sport’s values and deliver high-quality, inclusive experiences.
Operations, Logistics and Health & Safety
· Coordinate all event logistics, including venues, equipment, staffing, volunteers, vehicles, contractors, and suppliers.
· Contribute to the development and implementation of Health & Safety and risk management plans for events.
· Identify, manage, and report on risks and hazards before and during events.
· Procure, manage, and maintain event equipment, ensuring accurate asset registers are kept.
· Support environmentally sustainable practices in event delivery.
Community Hub and Stakeholder Engagement
· Support activation of the Albany Community Hub through events, programmes, and community-led initiatives.
· Build and maintain effective relationships with community groups, partners, tenants, sponsors, and stakeholders.
· Coordinate event use of Hub spaces in alignment with Hub objectives, policies, and community needs.
People, Volunteers and Suppliers
· Recruit, coordinate, and support volunteers, interns, and casual event staff as required.
· Ensure all event personnel are appropriately briefed, supported, and clear on roles and expectations.
· Liaise with suppliers and contractors to ensure services are delivered to agreed standards and budgets.
· Support relationship management with event partners and sponsors involved in delivery.
Finance, Administration and Reporting
· Track event expenditure against approved budgets and identify opportunities for cost efficiencies.
· Complete post-event reporting, evaluations, and debriefs to support continuous improvement.
· Maintain accurate documentation, processes, and records within Harbour Sport systems and databases.
General
· Provide event support across the wider Harbour Sport events programme as required.
· Contribute to continuous improvement through planning reviews and learnings.
· Undertake other reasonable duties aligned with the responsibilities of the role.
Skills, Experience and Attributes
Essential Skills and Experience
· Demonstrated experience across the full event lifecycle, including planning, operational delivery, and evaluation.
· Strong capability in event operations and logistics, with high attention to detail in planning, scheduling, and on-the-day delivery.
· Proven ability to translate event concepts into clear, practical operational plans.
· Experience coordinating staff, volunteers, suppliers, and stakeholders in event environments.
· Sound understanding of Health & Safety and risk management in events or community settings.
· Experience tracking budgets and managing event expenditure.
· Strong written and verbal communication skills, including preparation of event documentation and briefings.
· Proficiency in Microsoft Office applications.
· Full New Zealand driver licence.
Desirable
· Relevant qualification or equivalent experience in event management, community development, or a related field.
· Experience working within sport, recreation, or community organisations. 
· Familiarity with sustainable event practices.
Personal Attributes
· Highly organised, methodical, and detail-focused.
· Calm, adaptable, and solutions-focused under pressure.
· Strong relationship-builder and collaborative team member.
· Proactive and able to work independently.
· Passion for sport, recreation, and community wellbeing.
· Alignment with Harbour Sport’s culture and values.

Out of Hours Work
This role requires regular evening and weekend work aligned with events and community activities. Time Off in Lieu will be provided in accordance with Harbour Sport policy.
Other Duties

This job description is a broad picture of the post at the date of preparation. It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time. Consequently, this is not a contractual document, and the post holder will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job.
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