
 

 Boorowa  Harden    Young 
 6-8 Market St    3 East St    189 Boorowa St 
 Boorowa NSW 2586   Harden NSW 2587   Young NSW 2594 
 P: 1300 445 586   P: 1300 445 586   P: 1300 445 586 
 F: (02) 6380 1299   F: (02) 6380 1299   F: (02) 6380 1299 
 

 
 

 
 
 

INFORMATION PACKAGE 
 
 

POSITION VACANT 
 

DESTINATION MARKETING & EVENTS OFFICER 
(Temporary, fixed-term parental relief) 

 
 
 

CONTENTS - Position Description 
- Capability Framework 
- Conditions of Employment 
- How to apply 

    
Thank you for enquiring about this position. After reading the information package, if you 
would like further information please contact Council’s Acting Tourism & Events 
Manager, Brent Randall, on 1300 445 586. 
 
Applications may be e-mailed to hr@hilltops.nsw.gov.au or mailed to: 
 
The General Manager 
Hilltops Council 
Locked Bag 5 
YOUNG NSW 2594 
 
 
 
 
 
 
 
 
 
 
 



  
  

 
 
 
 
Serving our community 

Council overview 
Hilltops is situated in the picturesque South-West Slopes of NSW, comprising the towns of 
Boorowa, Harden-Murrumburrah and Young and their surrounding villages, each with its distinctive 
character and rich history. Set amongst rolling hills, orchards, canola and wheat fields, just two 
hours’ drive from Canberra and four hours from Sydney, we are a prime agricultural region, 
renowned for our award-winning food, wine, produce, wide open spaces and amazing sunsets. 
This is a great place to live, work and play and we offer a relaxed, country lifestyle with all the 
benefits that can be found in major regional centres. 

Council values 

Primary purpose of the position 
This position is responsible for coordinating and delivering a range of high-quality tourism services 
and events for the Hilltops Council. This position is primarily engaged in the organisation of outdoor 
events in the Hilltops region, including Woolfest, the Cherry Festival and other events that are 
scheduled annually. 

Business unit: Destination & Customer 

Location: Hilltops Region 

Reports to: Tourism & Events Manager 

Grade: 8 - Hilltops Council Salary System 

Conditions of employment: 

Temporary, parental-relief position, to April 2022 
70-hour nine-day fortnight 
Local Government (State) Award 2020 
10% employer superannuation contribution  

Position Description  
Destination Marketing & Events Officer 



   

 

Key accountabilities 
Within their area of responsibility, the incumbent in this position is required to undertake the 
following duties: 

• Manage and co-ordinate all operations of Council managed events including sponsorship 
and event management of the Irish Woolfest, National Cherry Festival, Lambing Flat Chinese 
Festival as well as other major regional tourism events. 

• Be the lead contact and identify opportunities to work with community event owners to 
leverage opportunities to increase economic benefit of events in the LGA.  

• Assist Manager with ‘Managing Event Guide’ to update and review where appropriate.   

• Assist the Tourism & Events Manager with marketing and advertising promotions through 
opportunities such as co-operative advertising in Hilltops Region Visitor Guide and Visit 
Hilltops Region website. 

• Update and maintain the following websites for Council:  
o Visit Hilltops Region,  
o Irish Woolfest, 
o National Cherry Festival, 
o Council’s information on the Canberra Region website.  

• Update the event listings on GetConnected for Council’s major events where necessary.  

• In conjunction with the Tourism & Event Manager create content schedules for Council’s 
event social media channels. 

• Assist the Tourism & Event Manager to identify and implement actions from Council’s 
Economic Development Strategy. 

• Establish and maintain positive working relationships with volunteer and community groups, 
business groups, government departments and statutory authorities, Council employees, 
colleagues on neighbouring councils and media to promote and advertise the Hilltops 
Region. 

• Develop itineraries and liaise with journalists on media familiarisations which showcase the 
tourism offerings in the Hilltops Region. 

• Maintain a working knowledge of relevant legislation, codes, standards and guidelines 
applicable to Council’s activities to ensure that all work adheres to legal, ethical and 
environmental requirements and standards. 

• Facilitate a culture of continuous improvement, collaboration and exceptional customer 
service. 

• Undertake other duties as directed within the skills and abilities of a position of this level.  

Essential criteria 
1. A tertiary qualification in a relevant discipline such as communications, destination marketing, 

public relations and/or tourism and events, or significant experience of three years or more 
in a marketing, tourism, events or similar position. 

2. Excellent written and verbal communication skills with the ability to negotiate across a wide 
range of stakeholders. 

3. Strong interpersonal skills with the ability to build effective relationships and achieve positive 
outcomes. 

4. Excellent organisational and time management skills with the ability to multi-task and 
effectively prioritise competing demands. 

5. Well-developed problem-solving skills with the ability to analyse problems and provide 
appropriate solutions. 



   

 

6. High level computer skills including experience with the Microsoft Office suite, website 
content management as well as various social media channels.  

7. Current class C driver’s licence.  
8. Responsible Service of Alcohol (current) approved by Liquor & Gaming NSW. 

Desirable criteria 

1. Working with Children Check (or equivalent). 
2. Experience in graphic design or photography. 
3. Project management qualifications and experience. 
4. Experience working with volunteers and committees. 

Limits of Authority  
Act within regulations and Council policies and guidelines. Decisions will either be guided by 
practices, procedures and precedent or will be made in consultation with Council’s Tourism & 
Events Manager. 

Organisational Accountabilities  

Workplace Health and 
Safety 

‘There is always time to work safely’. We all have a responsibility for 
Workplace Health and Safety. All employees must observe safe work 
practices and operating procedures and comply with the requirements of 
the WHS legislation and Council’s Policies and Procedures relating to 
Workplace Health and Safety. 

Code of Conduct 

Council’s Code of Conduct sets out minimum standards of conduct that is 
expected of employees and which we must adhere to. Employees must be 
impartial and fair in dealings with residents, customers, suppliers, general 
public and with each other in order to retain trust, confidence and support. 

Equal Employment 
Opportunity 

Hilltops Council supports a workplace free from discrimination and 
harassment. It is the responsibility of all employees to ensure that they 
treat all colleagues and customers with respect and professionalism 
without regard to non-relevant criteria or distinctions. 

Policies and Procedures Comply with all Council’s Policies, Management Guidelines and 
Procedures. 

Customer Service 

• Provide effective service to Council customers and the community. 

• Provide effective service to internal customers. 

• Present a positive image of Council. 

Capabilities for the role 
The Local Government Capability Framework (LGCF) describes the core knowledge, skills and 
abilities expressed as behaviours, which set out clear expectations about performance in local 
government: “how we do things around here”. It builds on organisational values and creates a 
common sense of purpose for elected members and all levels of the workforce. The LGCF is 
available at https://www.lgnsw.org.au/capability 
 
Below is the full list of capabilities and the level required for this position. The capabilities in bold 
are the focus capabilities for this position. Refer to the next section for further information about the 
focus capabilities. 



   

 

Focus capabilities 
The focus capabilities for the position are those judged to be most important at the time of recruiting 
to the position. That is, the ones that must be met at least at satisfactory level for a candidate to be 
suitable for appointment. 

Local Government Capability Framework 

Group and Capability Level Behavioural Indicators 

Personal Attributes 
Display Resilience and 
Adaptability 

Adept • Is flexible, showing initiative and responding quickly to change 
• Accepts changed priorities and decisions and works to make the 

most of them 
• Gives frank and honest feedback / advice 
• Listens when challenged and seeks to understand criticisms 

before responding 
• Raises and works through challenging issues and seeks 

alternatives 
• Stays calm and acts constructively under pressure and in difficult 

situations 

Relationships 
Community and 
Customer Focus 

Adept • Demonstrates a sound understanding of the interests and needs 
of customers and the community 

• Takes responsibility for delivering quality customer-focused 
services 

• Listens to customer and community needs and ensures 
responsiveness 

• Builds relationships with customers and identifies improvements to 
services 

• Finds opportunities to work with internal and external stakeholders 
to implement improvements to customer services 

Local Government Capability Framework 

Capability Group Capability Name Level 

 
Personal attributes 

Manage Self Advanced 

Display Resilience and Adaptability Adept 

Act with Integrity Intermediate 

Demonstrate Accountability Adept 

 
Relationships  

Communicate and Engage Intermediate 

Community and Customer Focus Adept 

Work Collaboratively Intermediate 

Influence and Negotiate Adept 

 
Results  

Plan and Prioritise Adept 

Think and Solve Problems Adept 

Create and Innovate Intermediate 

Deliver Results Adept 

 
Resources  

Finance Intermediate 

Assets and Tools Intermediate 

Technology and Information Adept 

Procurement and Contracts Intermediate 



   

 

Local Government Capability Framework 

Group and Capability Level Behavioural Indicators 

Results 
Plan and Prioritise 

Adept • Consults on and delivers team/unit goals and plans, with clear 
performance measures 

• Takes into account organisational objectives when setting and 
reviewing team priorities and projects 

• Scopes and manages projects effectively, including budgets, 
resources and timelines 

• Manages risks effectively, minimising the impacts of variances 
from project plans 

• Monitors progress, makes adjustments, and evaluates outcomes 
to inform future planning 

Results 
Deliver Results 

Adept • Takes responsibility for the quality and timeliness of the team's 
work products 

• Ensures team understands goals and expectations 
• Shares the broader context for projects and tasks with the team 
• Identifies resource needs, including team, budget, information and 

tools 
• Allocates responsibilities and resources appropriately 
• Gives team members appropriate flexibility to decide how to get 

the job done 

 
 
 
 

Position Destination Marketing & Events Officer (FTC) 
 

Grade Grade 8 
 

Salary range The salary range for these positions is $1,343.51 to 
$1,488.64 per week, plus 10% superannuation. 
 

Award Local Government (State) Award 2020 
 

Employment status Fixed-term to April 2022 
 

Probation An offer of employment will be subject to a 
probationary period of 12 weeks. Subject to 
satisfactory performance, employment will be 
confirmed at the end of the probationary period. 
 

Hours of work 70-hours per nine-day fortnight. 
 

Location 
 

Hilltops Region  
While initially based out of the Young Visitor 
Information Centre, the incumbent in this position 
can be asked to commence out of any of our tourism 
or general offices in the region (Harden or Boorowa) 
and maintain the agreed starting time. 
 

CONDITIONS OF EMPLOYMENT 



   

 

Leave entitlements Four weeks annual leave per full year of service. 
Annual leave accrues progressively over a 12-month 
service period and accumulates from year to year. 
One-week sick leave on commencement, which 
includes provision for carers leave.  
Additional one week accumulates every four months 
of service. 
Other leave provisions as per the Local Government 
(State) Award 2020. 
 

How to apply 
If you are interested in applying for this position, please submit a full application, including the 
following to hr@hilltops.nsw.gov.au:  

• Cover Letter,  
• Statement Addressing Selection Criteria,  
• and a copy of your Curriculum Vitae (résumé)  

 
Please address applications to Sarah Karaitiana, Executive Manager Destination & Customer. 


