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1. ORGANISATIONAL CONTEXT 

As a result of population growth across Australia, Ballarat is now one of the largest inland 
regional cities in the country.  Ballarat is uniquely located with easy access to Melbourne, 
Geelong and Bendigo and is the Western Victorian capital for a region of 250,000 people.  

 
The Development and Planning Division is one of five Divisions with the City of Ballarat and 
is responsible for guiding the future growth and development for the City. The team are 
working towards delivering on the vision, that strategically develops more of what people 
love about Ballarat. This will be achieved through an outstanding visitor economy program, 
driving projects and investment to manage positive change and sustainable growth.  
 
The Development and Planning Division is tasked with coordinating the delivery of Ballarat’s 
new Ballarat is Open Strategy. 

 

 
POSITION  Coordinator Visitor Economy 
 
POSITION NUMBER   
 
CLASSIFICATION  Band 8 
 
AGREEMENT Ballarat City Council Enterprise Agreement No. 7 2016 
 
DIVISION  Development & Planning 
 
UNIT  Economic Development 
 
MANAGER  Manager, Economic Development 
 
DATE UPDATED   July 2019 
 

 
EMPLOYEE POSITION DECLARATION 
 
I have read and understand the requirements and expectations of this Position Description. I agree 

that I have the physical ability to fulfil the inherent physical requirements of the position and accept 

my role in fulfilling the Key Responsibilities and corporate values. I understand that the information 

and statements in this position description are intended to reflect a general overview of the 

responsibilities and are not to be interpreted as being all-inclusive. 

 
NAME OF INCUMBENT:   
 
SIGNED:  _______________________________ 
 

DATED:  _______________________________ 
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The City of Ballarat is the home of a diverse range of business, with the City’s regional 
location providing opportunities for new businesses and business relocations.  The Economic 
Development Unit facilitates and supports economic growth across the region.  The Unit 
emphasizes collaborative business development by seeking opportunities to enhance the 
local economy through medium- and long-term strategic planning and shorter-term sector 
support. 

The Economic Development Unit’s vision is to advance our economic position as the capital 
of Western Victoria. 

The Economic Development Unit’s mission is to deliver activities and projects that creates 
jobs, attracts investment and promotes Ballarat being open for business. 

Economic Partnerships Values are based around the organisation’s values of Leadership, 
Loyalty, Excellence and Outcomes: 

  
 

LEADERSHIP 

 

 
 

Everyone at the City of Ballarat can show 
leadership by contributing to delivering the 

best outcomes for our community, our 
organisation and out teams. We value 

positive leadership: understanding that what 
we do, counts and each of us can take 

responsibility for the work we do. 
 

OUTCOMEs 

 

 
 

We show persistence with discipline to 
deliver what we promise to our community 
and each other. We will work hard to find 

solutions for our community and our 
organisation that make a positive and lasting 

difference. 
 

 
 

 

LOYALTY 

 

 

At the City of Ballarat we are committed to 
our purpose and enjoy belonging to an 

organisation where we support each other 
and act with integrity and trust. 

EXCELLENCE 

 

 

As the need of our community change, 
we will continually improve our 

performance. We encourage people to be 
clever, creative and collaborative to 

deliver outstanding outcomes for Ballarat. 
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2. POSITION OBJECTIVES 

 
The Coordinator Visitor Economy will lead the delivery of the Ballarat is Open 
Strategy on behalf of the City of Ballarat. The role aims to further integrate the visitor 
experience into the fabric of Ballarat, to continue the ongoing development of our 
broader economy, and to inspire creativity and innovation throughout our city’s 
industries, organisations and community.  
 
The key objective of the role is to position Ballarat as open, a place to be proud 
of. Work collaboratively with industry and all levels of government to ensure the 
tourism industry in Ballarat positions itself as a leader.   
 
Success will be evident by the way the community has leveraged this position to grow 
its visitor economy and infrastructure, enhance local participation in opportunities, 
and address broader issues of promotion, industry development, broad inclusion and 
economic growth. 

 
Specific objectives  
 

 Facilitate the successful implementation and management of the Ballarat is Open 
Strategy  

 Guide Council’s tourism direction based on a vision and evidence  

 Oversee the marketing of Ballarat for tourists focusing on events and creating a thriving 
Ballarat – a Ballarat that is open, that is welcoming, and that people want to be part of.   

 Lead and support local business to provide support and advice 

 Build strong relationships with major Government and Non-Government agencies, 
institution and arts and cultural organisations  

 Drive major tourism infrastructure projects  

 Assist industry and other Council teams to unite and support the vision of the Ballarat is 
Open Strategy  

 

3. KEY RESPONSIBILITY AREAS 

 
Policy and strategy 

 

 Delivery of the Ballarat is Open Strategy  

 The provision of high-level strategic advice in the development and implementation of 
policies and programs for the Economic Development Unit. 

 Preparation of briefs and reports for the Manager Economic Development to submit to 
Council and the Senior Management Team. 

 Collaborate with other Economic Development staff to develop, implement and monitor 
the Economic Development Program for the City of Ballarat. 
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Research 

 Research, identify and brief the Economic Development Manager about: 
o Programs to promote the tourism industries development needs; 
o Resources and opportunities for growth; 
o Opportunities to attract new commercial and business investment. 

Industry and government collaboration 

 Build and maintain effective networks across government, industry, philanthropic 
institutions and work with community stakeholders to establish strategic relationships to 
ensure a good understanding of community needs and aspirations  

 Where appropriate, advocate on behalf of industry 

 Where approved by the Manager Economic Development, attend forums, conferences 
and exhibitions where opportunities exist to effectively market Ballarat and the regional 
area as a prime location for enhanced economic development. 

 Where approved by the Manager Economic Development, represent Council on 
various internal and external committees and working groups as directed. 

 
Project management and procurement 

 Manage projects, contracts and agreements to ensure that services provide the 
specified outcomes and are delivered: 
o Effectively; 
o Within budget; and 
o Against pre-determined timelines. 

 Undertake procurement for projects relating to the Coordinator Visitor Economy’s role 
by: 
o Developing tenders, Expression of Interest (EOI) documentation, contract 

documentation and consultant’s briefs; 
o Coordinating tender processes with Council’s Procurement Officer; 
o Assessing EOI, tender and consultants’ submissions and awarding contracts in 

accordance with Council’s financial delegations and contracting processes; 
o Referring recommendations for tenders and EOIs to the Manager Economic 

Development for confirmation prior to awarding the contract; 
o Ensuring that where the value of a contract is likely to exceed the financial 

delegation of this role, the contract recommendation is referred to the Manager 
Economic Development for consideration and approval. 

Grants, business cases, funding and budget 

 Identify opportunities and prepare submissions to Federal, State and Industry bodies 
seeking partnerships, subsidies and grants. 

 Work closely with the Economic Development Manager, the private sector and other 
levels of government to identify gaps, scope projects, secure funding and support 
investment proposals, developing robust business cases. 

 Monitor the budget, reporting expenditure and budget compliance to the Manager 
Economic Development, highlighting emerging issues and potential over-expenditures. 
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General 

 Establish effective internal relationships with City of Ballarat officers to coordinate 
outcomes. 

 Deliver the key projects and activities agreed to in the role’s Annual Work Plan. 

 Foster and enhance a work culture that leads to motivated and committed staff focused 
on innovation, continuous improvement and service excellence  

 Maintain a business enquiry register. 

 Perform other duties assigned by the Manager Economic Development or Director 
Development and Planning in accordance with the qualification and skills of the officer. 

 

From a Health & Safety perspective the City of Ballarat requires the following: 
 
All Employees and Volunteers 

 Report hazards, incidents, injuries and unsafe practices as soon as possible. 

 Constructive participation in investigations and assistance in implementing corrective 
actions. 

 Wear PPE and follow safe work procedures as directed. 

 Constructively participate in monthly team meetings. 

 Comply with the City of Ballarat safety system 

 Participate constructively in all forums set up to investigate, improve or communicate 
safety. 

 

4. ORGANISATIONAL RELATIONSHIPS 

Reports to: Manager Economic Development 

Internal Liaisons: All Divisions 
 Councillors 

External Liaisons: State and Federal Government Departments/Agencies 
 Business and industry representatives 

Committees and working groups associated with Economic 
Development 

 Industry and employer bodies and organisations 
 Developers and investors 
 Media representatives 
 Community groups and organisations 
 Individuals seeking economic information 
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5. ACCOUNTABILITY AND EXTENT OF AUTHORITY 

The officer: 

 Represents the interests of the City of Ballarat to the community, government and the 
business sector. 

 Is required to identify and develop policy and procedure options following broad 
consultation and research, for formal recommendation to Council  

 Create effective communications and stakeholder management between the tourism 
sector, community groups, and Council  

 The freedom to act is governed by standards and procedures, whilst some aspects of 
the work must be undertaken within specific processes, as set down in legislation, wide 
scope exists to identify innovative new ways to achieve better outcomes.  

 Manage project budgets, including all procurement and expenditure  

 The position is expected to work autonomously with the ability to operate in a broad 
organisational framework with minimum supervision  

 Accountable for ensuring all legislative requirements including Occupational Health and 
Safety and Equal Opportunity and other appropriate standards are observed  

 When formulating policy, freedom to act is prescribed to the Manager Economic 
Development. 

 

6. JUDGEMENT AND DECISION MAKING  

Within a complex environment, the officer: 

 Makes decisions on matters which are the responsibility of the position, within the 
delegated authority and established policy  

 Exercises an ability to problem solve by providing creative solutions. Problem solving 
may involve judgement on operational issues, through to policy development and 
strategy development  

 Identify and develop procedural options for adoption  

 Respond to enquiries in accordance with Council’s Service Standards Policy  
 

7. SPECIALIST SKILLS AND KNOWLEDGE 

 Tourism industry experience including the ability to drive identified tourism programs and 
initiatives  

 Ability to work collaboratively and effectively with the community and to provide 
leadership toward successful outcomes  

 Sound knowledge of financial management skills and experience with the principals and 
practices of budgeting  

 Demonstrated strategic planning skills including experience in preparing strategic 
business plans, business cases and fundraising programs  

 Demonstrated understanding and experience of Government and Industry strategic 
approaches, to coordinating and integrating the tourism industry regionally and nationally  

 Strong project management skills and demonstrated experience in delivering significant 
projects in a complex and resource constrained environment. 
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8. MANAGEMENT SKILLS 

 The position involves managing time, setting priorities, having vision, exceptional people 
management skills, and planning and organising own work. This position also requires 
the ability to meet objectives within time constraints and conflicting demands  

 Excellent leadership skills in managing a diverse and multi-industry team that are 
qualified with appropriate experience  

 Ability to manage human, financial, and other resources in a multi-project demanding 
environment  

 A demonstrated working knowledge and understanding of working with not for profit 
organisations and events with limited resources  

 Ability to achieve organisational objectives and goals whilst considering both 
organisational constraints and opportunities  

 

9. INTERPERSONAL SKILLS 

The officer demonstrates excellent communication and interpersonal skills at a level that 
enables them to: 

 Act as an advocate and ambassador for the City of Ballarat and the businesses of 
Ballarat. 

 Make positive contributions to management meetings, stakeholder committee meetings, 
working parties and other key forums. 

 Facilitate and support industry and business networks to achieve the objectives of the 
position. 

 Collaborate effectively with other team members, peers and the management team. 
 Gain the cooperation from a wide range of external and internal stakeholders, by 

developing and maintaining ongoing professional relationships.  

 Strong leadership, team building, facilitation and development skills  

 Ability to be innovative and entrepreneurial  

 Actively promote the benefits of the City of Ballarat to the external and internal business 
communities. 
 

10. QUALIFICATIONS AND EXPERIENCE 

 Tertiary qualifications with extensive experience in the visitor economy, business, or 
related fields is required  

 Managerial experience within the tourism industry including translating strategy and 
master plans into practical action  

 Demonstrated background in strategic planning within the visitor economy context  

 Excellent understanding of audience development, practitioner development, marketing, 
research and project management  

 Superior interpersonal skills, including the ability to build and manage relationships, 
negotiate and influence at a senior level, effectively create and conduct consultation, 
advocacy and partnerships, and to deal with a wide diverse constituency.  
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11. SELECTION CRITERIA 

 Tertiary qualification and or extensive experience in tourism management  

 Demonstrated experience in leading the tourism sector from strategy to delivery  

 Demonstrated project management experience within strict timeframes whilst operating 
with flexibility to changing circumstances  

 Ability to think strategically, analytically and conceptually, to develop and manage 
complex issues, including the development of policy and strategy  

 Experience with financial management and successful history of fundraising  

 Excellent communication and interpersonal skills, including the ability to influence and 
negotiate with clients at all levels of government, the corporate sector, community groups 
and visitors.  

 

12. PHYSICAL AND COGNITIVE DEMANDS 
 

TASK ANALYSIS REPORT 

 

Job role Office Based Role  

Hours of work 

A City of Ballarat staff member who is required to perform their role within an office 
environment may work the following hours where they are employed on a full time 
basis; 
8.15am to 5:00pm  
Monday to Friday 
Breaks:   45 minute Lunch  
                Personal Breaks as required 
1 RDO is rostered per month 
 
Note:  Office Based Roles can also employed on a Part Time or Casual basis 

Workplace/ 
location 

Office Based Roles may be performed within any location of City of Ballarat. 

Equipment 
Tools 

The following equipment may be utilised (depending upon the facility where the role is 
based): 
 Personal Computer - Hard drive, 

Monitor, Keyboard & Mouse 

 Laptop (if required) 

 Printer 

 Photocopier/Scanner 

 Shredder 

 Laminator 

 
 Filing cabinet 

 Folders  

 Paper files and other documents 

 Document trolley 

 Telephone 

 Head set 

 Mobile Phone 

 Desk & associated equipment such 
as;  document holder, footrest, 
monitor riser (where monitors are 
not height adjustable) 

 
 Miscellaneous hand held office 

equipment (such as staplers, hole 
punch etc.,) 
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Description of 
Job Task 

Office based role requirements within the City of Ballarat, vary depending upon which 
department they are performed,  but generally include a breakdown as follows; 

 Computer based 70-80% of role 

 Phone duties 10-15% of role 

 General Administration – 10-15% tasks  

 Generally sitting for approximately 80% of the day 

 Workflow is generally constant with peak periods often experienced in June and 
December 

 Occasional requirements to attend staff meetings may occur, but frequency varies 
between departments. 

 
 General tasks may include the following, (Images 1-9) 
 
 Computer Based Duties (Images 2-4); 

o Prolonged periods of static sitting 
o Fine motor control to type and navigate mouse 
o Gross motor movements of the shoulder and upper limb to navigate mouse 
o Prolonged periods of visual acuity 
o Frequent requirement for divided attention, problem solving, attention, working 

memory and concentration 
 

 Phone Duties; 
o Fine motor movements to operate phone number pad 
o Gross motor movements of the upper limb to reach and hold phone to ear  
o Use of telephone headset removes the previous 
o Frequent simultaneous use of keyboard, mouse and/or writing for handwritten 

notes 

 
 Document Review; 

o Prolonged periods of sitting 
o Could be reading off the computer or paper-based documents or a combination of 

the two 
o Can involve highlighting on paper-based documents 

 
 General Administration (Images 5-9); 

o Miscellaneous tasks including but not limited to stapling, hole punching and 
stamping 

o Printing which can involve; 
 Walking up to 20m from desk to printer 
 Collecting printed paper ranging in size from 1 sheet to approximately 20 

sheets from waist height tray on printer 
 Replacing printer paper in paper trays which may require bending to access 

trays (pending personal body metrics), carrying paper reams  and replacing 
paper. 

o Scanning which involves: 
 Walking up to 20m from desk to photocopier  
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 Placing required document/s in photocopier at waist height 
 Fine motor movements to operate photocopier  

o Filing which involves: 
 Fine motor movements to sort paper based documents into files 
 Placement of  file in appropriate filing cabinet or archive box these could be 

at heights ranging from floor to above shoulder height 
 Files can vary in weight up to 5kgs 

o Lifting/carrying which includes: 
 Files / Folders / Archive boxes 
 Paper reams 
 Miscellaneous paperwork 
 Water bottles 

 

Hazards 
identified 

Office Based Roles may be subjected to a number of varying hazards. These include; 
 Potential for postural injuries due to long periods of seated sedentary duties 

 Intermittent manual handling when changing water cooler bottles (11kg) 

 Potential exposure to trip hazards while negotiating stairwells 

 Potential for psychological injury from dealing with aggressive or difficult clients either in person or 
on the telephone 
 

Environment 

Office Based staff are required to work within an indoor environment in the presences 
of co-workers. As such, they may be exposed to;  

 Controlled temperature and ventilation  

 Carpeted, linoleum  and concrete surfaces 

 Fixed desks 

 Ergonomically adjustable task chairs   
 

Personal 
Protective 
Equipment 
used 

No Personal Protective Equipment is required when completing the Office Based Role 
within the office environment. 
If required staff have access to: 

 Hi Vis Vest or Jacket 

 Steel Cap Shoes 

 Safety Hat 

Classification 
of task 

Medium 
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Office Based Role  

 

Image 1 Example office based environment 

 

 
Image 2-4 Examples of Desk Based Workstations  Image 5 Example of standing 

workstation 

   
Image 5 Reaching for folders stored below desk 
height  

Image 6 Reaching for folders stored below 
desk height 

Image 7 Reaching for folders  

74.5cm 
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Image 8 Filing Image 9 Typical stationary room with printer/copier in place 

 

 

  

90cm 
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Physical Demand Matrix 

Overall Role Office Based Role 

        

Body Posture 
N
R 

R I O F C Comments  

Standing        

Intermittent to Frequent requirement to stand whilst; 

 Serving customers  

 Filing  

 Operation of photocopier/ printer  

 Collecting files  

Sitting       
Predominantly seated role whilst completing computer and desk-based 
tasks able to take postural breaks as required. 

Horizontal reaching 
with arms extended 
> 30cm in a 180 
degree plane. 

      
Rare to occasional requirement to; 

 Placing or collecting files from filing cabinet 

 Inserting and collecting documents from printer 

 Placing files or folders onto shelving/ storage 

Neck 
flexion/extension/r
otation 

      
Constant movements of the neck in all directions required whilst 
completing all listed tasks.  Potential for sustained neck flexion while 
reviewing hard documents. 

Reaching above 
shoulder height 

 
     

Rare to occasional reaching to access folders from storage, pending office 
set up. 

Stooping & bending 
forward from 
standing position 

 
     

Rare requirement pending office set up, if:  

 Lifting file boxes 

 Collecting folder from underneath desk 

Kneeling / squatting       
Rare requirement if  accessing folders from underneath desks, filling 
cabinet, lower shelves pending office set up 

Trunk rotation       
Rare to occasional trunk rotation required (left and right) whilst completing 
all tasks pending office set up 

 

Mobility 
N
R 

R I O F C Comments  

Climbing step / 
platform 

      Rare requirement to climb a step ladder 

Walking       
Rare to frequent walking whilst completing all tasks that are not desk-
based  

Walking over 
uneven surfaces 

      

Not required 
Ladder climbing       

 

Manual 
Handling  

N
R 

R I O F C Comments  

Unilateral lifting       
Rare to frequent requirement to lift paper files of varying sizes, small 
administration equipment, telephone etc. 

Bilateral carrying       
Rare to frequent requirement to lift and carry paper reams, larger files or 
folders, water bottles. 

Lifting with weight  
away from body 
<10kg 

      

Not required 
Lifting with weight  
away from body 
>10kg 
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Lowering a vertical 
distance > 25cm 
from waist to floor  

      

Intermittent requirement to lower or raise items pending office set up. Lifting a vertical 
distance > 25cm 
from waist to 
shoulder height 

      

Lifting 0kg - 4.5kg       

Rare to Frequent requirement to lift up to 4.5kg; this extends to: 

 Files  

 File boxes 

 Office equipment  

Lifting 4.5kg - 9kg       

Rare to Intermittent requirement to lift up to 9kg; this extends to: 

 Folders  

 Paper reams 

Lifting 9kg - 22kg       
Rare requirement to lift 9kg – 22kg; this extends to: 

 Water bottles 11kg 

Lifting 22kg - 45kg        

Not required 

Lifting 45kg+       

Handling unstable 
objects 

      Rare requirement to handle Water bottles 11kg 

Carrying       
Intermittent to occasional requirement to carry items as listed above is 
required 

Pushing / pulling  
     Rare pushing/pulling of trolley when retrieving bulk items from storage  

Sustained/ 
repetitive hand grip 

      

Intermittent to frequent requirement whilst: 

 Using mouse 

 Lifting and carrying all items 

 Writing  

 Using stationary items including but not limited to hole punchers, 
staplers, and stamps 

Tool use        

Not required Exposure to 
vibration  

      

 

Frequency scale for 
critical physical 
demands 

NR = Not Required within this range of duties 
R  = Rarely (less than 1 x weekly)   
I = Intermittently (1 x every 2.5 hours)  
O = Occasional (1 x every 30 minutes) 
F = Frequent (1 x every 2 minutes) 
C = Constant (1 x every 15 seconds) 

 

Cognitive Demand Matrix 

Role Office Based Role 
 

Psychosocial Demands 

Personal 

Concentration  High levels of concentration required while completing all listed tasks   

Patience  
Office Staff are required to possess high levels of patience whilst completing all listed tasks 
in particular when interacting with members of the public 

Emotional 
stability  Office Staff are required to have a developed emotional stability whilst completing all tasks 

Judgement  
Office Staff are required to exercise sound judgement whilst completing all aspects of the 
role 
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Reasoning  
Office Staff  are required to exercise sound reasoning whilst completing all aspects of the 
role 

Social 

Isolation - Office Staff perform their duties in the presence of co-workers.  

Autonomy  
Office Based Staff are able to utilise autonomy with respect to the processes in which they 
complete a task, however they must follow the same policies and procedures  

Peer support  
Peer support is available whilst Office Staff complete their designated duties. Peer support 
is generally requested should the circumstances require it. 

Social network  A social network is available for all Office Staff through the City of Ballarat 

Stress  
Office Staff could be exposed to stressful situations such as meeting specified deadlines and 
production demands, dealing with aggressive or upset members of the public, taking 
abusive or aggressive phone calls, general workload demands. 

 
 
Appendix A 

 
TASK ANALYSIS 
 
Frequency of physical demands 
 
The frequency of the physical demands required as part of the jobs assessed is defined under the 
following categories:  
 
(NR) Not required is defined as being not within this range of duties 
(R) Rarely is defined as less than one performance per week 
(I)  Intermittently is defined as one performance every 2.5 hours 
(O)  Occasional is defined as one performance every 30 minutes 
(F)  Frequent is defined as one performance every 2 minutes 
(C)  Constant is defined as one performance every 15 seconds 
 
Classification of Physical Demands: 
 
The following are the classifications used to categorise specific jobs based on their physical 
demands, as adapted from the Dictionary of Occupational Titles.  
  
Sedentary   
 Lifting 4.5kgs maximum and occasionally lifting and carrying such articles as dockets, ledgers and small 

tools.   

 Although a sedentary job is defined as one which involves sitting, a certain amount of walking and 
standing is often necessary in carrying out the job duties.  

 Jobs are sedentary if walking and standing are required only occasionally and other sedentary criteria 
are met. 

 
Light  
 Lifting 9kgs maximum with frequent lifting and/or carrying of objects weighing up to 4.5kgs.   
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 Even though the weight lifted may be only a negligible amount, a job is in this category when it requires 
walking or standing to a significant degree; or when it requires sitting most of the time with a degree of 
pushing and pulling of arm or leg controls; and/or when the job requires working at a production rate 
pace entailing the constant pushing and/or pulling of materials even though the weight of those 
materials is negligible. 

 Physical demand requirements are in excess of those for Sedentary work. 

 
Medium 
 Lifting 22kgs maximum with frequent lifting and/or carrying of objects weighing up to 11kgs. 

 Physical demand requirements are in excess of those for Light work. 

 
Heavy  
 Lifting 45kgs maximum with frequent lifting and/or carrying of objects weighing up to 22kgs. 

 Physical demand requirements are in excess of those for Medium work. 

 
Very Heavy  
 Lifting objects in excess of 45kgs with frequent lifting and/or carrying of objects weighing 22kgs or 

more. 

 Physical demand requirements are in excess of those for Heavy work. 
 

 


