
 

 

 
JOB DESCRIPTION 
 
NATIONAL EVENTS COORDINATOR 
 

 
ROWING AUSTRALIA 

Rowing Australia (RA) is the national governing body for the sport of rowing. Formed in 1925, it is the 
only organisation recognised by the Federation Internationale des Societies d’Aviron (FISA), the 
Australian Sports Commission (ASC) and the Australian Olympic Committee (AOC) to conduct rowing 
activities in and on behalf of Australia. 

Rowing Australia and its affiliates represent in excess of 15,000 active members ranging from young 
rowers at school through to those at universities and in the wider community right through to veterans 
rowing. 

Rowing Australia member associations operate in seven states with over 185 schools and 156 clubs 
offering rowing programs. 

ROWING AUSTRALIA EVENTS 

Rowing Australia aims to conduct national events of the highest quality using best practise methods, in 
accordance with requirements and expectations of its partners and stakeholders. Rowing Australia 
oversees the conduct of all national events including but not limited to the Sydney International Rowing 
Regatta (SIRR) (including the Australian Rowing Championships, Australian Open Schools Rowing 
Championships and the King’s and Queen’s Cup Interstate Regatta), Australian Masters Rowing 
Championships, Australian Indoor Rowing Championships, RA Coaches Conference and any 
international rowing events hosted in Australia. 

RA is also responsible for providing advice and support to State Rowing Associations and event 
organising committees in relation to event and competition related activities including management of 
the RA Rules of Racing. 

THE ROLE 

Reporting to the Chief Operating Officer, the National Events Coordinator is responsible for the 
oversight, planning, coordination and delivery of multiple aspects of Rowing Australia hosted events 
including the Sydney International Rowing Regatta.   

 The National Events Coordinator will also contribute to the oversight and delivery of Australian 
Masters Rowing Championships and any other national rowing events when hosted by State Rowing 
Associations to ensure they are run to RA standards.   



 

 

KEY ACCOUNTABILITIES AND RESPSONSIBILITES 

The National Events Coordinator is responsible for the coordination of on water and land based 
competition requirements for the successful delivery of RA and its stakeholder events, in addition to 
any other event aspects as required. This includes the procurement of goods and services, coordination 
with other event personnel including National Technical Officials and other volunteer workforce, 
equipment and technical requirements.  The National Events Coordinator will contribute to the 
development and delivery of detailed operational plans and provide advice to the Chief Operating 
Officer on matters relating to the conduct of regattas in accordance with the RA (or FISA) rules, 
regulations and by-laws. 

For the Sydney International Rowing Regatta the National Events Coordinator will collaborate and work 
closely with the event Project Manager and Event Operations Coordinator to plan, develop, coordinate 
and implement event and competition requirements. This includes a coordinated approach to planning 
bump-in and bump-out arrangements, where applicable for events.   The National Events Coordinator 
will also be a member of, and coordinate and provide high level support to, the SIRR Management 
Committee. 

The National Events Coordinator is also required to develop, foster and maintain relationships with 
State Associations, service providers and suppliers and the designated RA Technical Delegate and RA 
Technology Manager for events. 

Key accountabilities and responsibilities include: 

 Manage and coordinate the development of the competition and technical requirements for RA 
regattas  

 Manage the scoping requirements for event services and supplies in accordance with event 
requirements within budget, subject to required approval processes 

 Manage the competition and other relevant budgets for specified events  

 As directed by the Chief Operating Officer provide office support and direction to achieving the 
identified outcomes of the National Events Strategy 

 As part of the National Events Strategy coordinate and manage the RA national event calendar with 
consideration to High Performance and Community Development event and selection regatta 
requirements 

 Plan, coordinate and manage the competition aspect of events in accordance with RA and FISA 
rules of competition 

 Provide coordination and support around the updating and management of the RA Rules of Racing 



 

 

 Provide secretariat support for the Rowing Australia Masters Commission  

 Provide secretarial support for the Rowing Australia Umpires Commission 

 Work with the Rowing Australia Umpires Commission to coordinate and manage the activities of 
the National Technical Officials for national events 

 Provide timely and accurate reporting against project and event plans 

 Provide advice and assistance to the Chief Operating Officer with respect to event planning and 
new event submissions 

 Provide advice and assistance to the Chief Commercial Officer with respect to event marketing and 
communications 

 Other duties as required to contribute to the operations of RA 

 Represent RA at meetings, events or functions as required 

SELECTION CRITERIA 

Essential  

 Demonstrated experience in the planning and delivery of competition aspects for large scale events, in a 
sporting and specifically rowing environment  

 Demonstrated ability in the procurement of goods and services, contract management, budget 
management, risk management and project management for events 

 Demonstrated ability to plan and coordinate event operational requirements including but not limited to 
the coordination and implementation of emergency management procedures, traffic and transport 
management  

 Demonstrated capacity to plan and prioritise tasks in a busy work environment and deliver high quality 
outcomes  

 High level communication skills, including the ability to influence and negotiate with a range of people 
including stakeholders, service providers, suppliers, venue owners and other agencies 

 Demonstrated ability to work collaboratively and operate as a team player within a small organisation 
and dynamic event environment  

 Ability to lead and manage a team of staff during periods of event delivery and implementation   

 Advanced computer skills and abilities, particularly with the Microsoft Office. 



 

 

Desirable 

 Tertiary qualifications in event and/or sports management 

 Good working knowledge of rowing regatta management software including Rowing Manager and 
Regatta Pro 7 

EMPLOYMENT CONDITIONS 

The role is to operate from the Rowing Australia Reinhold Batschi National Training Centre in 
Yarralumla, Canberra. 

The nature of the position may require occasional out of hours (including weekend) work, as well as 
interstate travel, including for extended periods during events. The successful candidate will have the 
flexibility to adapt to such hours of work as are reasonably required in order to perform their duties and 
fulfil their responsibilities. In such circumstances staff are encouraged to work flexibly, by varying daily 
hours and days of work, where appropriate, and with agreement of the Chief Operating Officer. 

 

 


