
 

 
 

 

Position Description  
Project Manager – Major Events & Festivals 

Division City Life 

Business Unit Creative City 

Grade/Band 7 

Position Number  DG2244 

Date position description approved 25-07-2019 

 

Council overview     

At the City of Sydney, our people are our most important asset and central to achieving our 
exciting and ambitious Sustainable Sydney 2030 – developing a green, global and 
connected city. The City of Sydney works to build socially sustainable communities that 
support a more inclusive Sydney – a city that is also more connected, liveable and engaged. 

From our high-quality facilities to local services and initiatives, we are dedicated to delivering 
the best city environment for business, work, living and recreation. 

Council values 

Our people are custodians of public trust and confidence. In recognising this, we are 
committed to building a high performing culture built on the values of collaboration, courage, 
integrity, innovation, quality and respect. These six core values guide everything we do at 
the City.   

Primary purpose of the position 

The Project Manager – Major Events & Festivals is responsible for managing the business 
operations function of the Production team and delivering special projects established in 
response to strategic directions of the City’s Sustainable Sydney 2030 vision. 

Key accountabilities 

 Work closely with the Associate Producer, Head of Business Operations and Senior 
Production Managers to manage the Technical Operations and Production Budget, 
ensuring that forecasting and ongoing management of all Operational, Staffing and 
Plant and Asset expenditure is accurate, and that funds are spent responsibly and in 
line with City policies. 

 Manage workforce planning with the Associate Producer, Senior Production 
Managers and Business Operations team to attract high performing staff, and ensure 
that all workforce and training compliance is met and documented. 
 

http://www.cityofsydney.nsw.gov.au/vision/sustainable-sydney-2030


 

 
 

 Lead the implementation of the City’s strategic priorities as they relate to Major 
Events and Festivals, with a focus on the unit’s Sustainable Event Management 
Implementation Plan, which aims at meeting the objectives of Sustainable Sydney 
2030. 

 Manage the unit’s workspaces including the Creative City Depot, Pitt Street and 
Town Hall House, ensuring that workspaces are managed in accordance with the 
City’s Asset Management Strategy, and that WHS compliant policy and legislative 
responsibilities are met. 

 Contribute to the development, management and maintenance of the event Risk 
Register and Risk Assessments to ensure a safe environment for employees, 
community and relevant stakeholders in accordance with the City’s commitment to 
ISO 31000:2018. 

Key challenges 
 Responding to tight timeframes and competing priorities with effective time 

management and project planning. 

 Implementing the City’s strategic priorities as they relate to Major Events and 
Festivals by developing strong relationships with other units in Council 

 Managing expenditure of multiple technical operations and production budgets by 
providing strong financial management. 
 

Key relationships 
 

Who        Why 

Internal  

Associate Producer – 
Major Events & Festivals 

 Receive advice and report on progress towards business 
objectives and future strategic directions. 

 Provide detailed financial and budgeting advice to assist  

strategic planning and decision making 

 Provide a high level of project management competencies 
to assist key projects. 

Project Teams  Support Production staff in key, high level business 
administration and resource management 

 Lead and drive discussions and decisions regarding key 
projects and deliverables 

  

External  

Stakeholders 

 

 Provide expert advice on a range of project 

related issues and strategies 

 Optimise engagement to achieve defined 

outcomes 

 Manage expectations and resolve issues 

 Foster strong mutually beneficial 

relationships 

Vendors/Service Providers 
and Consultants 

 Communicate needs, facilitate routine 

business transactions and resolve issues 

 Negotiate and approve contracts and 

service agreements 



 

 
 

Who        Why 

 Manage contracts and monitor the 

provision of service to ensure compliance 

with contract and service agreements 

 
Key dimensions 

Decision making 

The position is accountable for decisions on a day to day operational basis and has the 
authority to take any reasonable steps to ensure that the smooth flow of business operations 
is maintained providing the actions are consistent with the responsibilities of the position and 
subject to any limitations, corporate policies, procedures or safe work method statements. 

Reports to 

Associate Producer – Major Events & Festivals 

Estimated number of indirect reports 

None 

 

Essential Knowledge, Skills & Experience 
 

 Degree level in Business Administration or Project Management, or the equivalent 
competencies gained through professional experience in providing 
business/administrative services to a high performing operation. 

 Superior budget management skills preferable in industry standard large organisation 
software packages such as Technology One or similar. 

 Highly developed project management skills and experience in MS Project or 

browser based collaboration environments such as Teamwork. 

 

Capabilities for the position 
 

The City’s capability framework outlines the capabilities everyone needs to work well in their 

role. They are expressed as behaviours that show expected knowledge, skills and our 

values. There are capabilities for employees and managers which provide clarity, common 

language and consistency. 

https://www.cityofsydney.nsw.gov.au/council/about-council/careers/our-capabilities#page-element-dload


 

 
 

Capability Group Capability Name Level 

 

Personal attributes 

Act with Integrity and Courage  
Adept 

Demonstrate Accountability 
Adept 

Manage Self Advanced 

Display Resilience and Adaptability Adept 

 

Relationships 

Work Collaboratively Adept 

Communicate and Engage Respectfully Adept 

Community and Customer Focus Adept 

Influence and Negotiate Adept 

 

Results 

Deliver Quality Results 
Advanced 

Create and Innovate 
Intermediate 

Plan and Prioritise 
Adept 

Think and Solve Problems 
Adept 

 

Resources 

Financial Integrity Advanced 

Technology and Information Intermediate 

Assets and Tools Adept 

Procurement and Contracts Adept 

*This profile is subject to an organisation-wide review of capability profiles. The final profile may vary slightly. 

Group and Capability Level Behavioural Indicators 

Personal Attributes 

Manage Self 
Advanced  Demonstrates motivation to serve the community 

and organisation 

 Initiates team activity on organisation/unit projects, 
issues and opportunities 

 Seeks and accepts challenging assignments and 
other development opportunities 

 Seeks feedback broadly and asks others for help 
with own development areas 

 Translates negative feedback into an opportunity to 
improve 

Relationships 

Work Collaboratively 
Adept  Contributes to a culture of respect and 

understanding in the organisation 

 Creates an atmosphere of trust and mutual respect 
within the team 

 Builds cooperation and overcomes barriers to 
sharing across teams/units 

 Relates well to people at all levels and develops 
respectful working relationships across the 
organisation 

 Identifies opportunities to work together with other 
teams/units 

 Acts as a resource for other teams/units on complex 
or technical matters 



 

 
 

Group and Capability Level Behavioural Indicators 

Relationships 

Influence and Negotiate 
Adept  Builds a network of work contacts/relationships 

inside and outside the organisation 

 Approaches negotiations in the spirit of maintaining 
and strengthening relationships 

 Negotiates from an informed and credible position 

 Influences others with a fair and considered 
approach and sound arguments 

 Encourages others to share and debate ideas 

Results 

Deliver Quality Results 
Advanced  Sets high standards and challenging goals for self 

and others 

 Delegates responsibility appropriately and provides 
support 

 Defines what success looks like in measurable 
terms 

 Uses own professional knowledge and the expertise 
of others to drive results 

 Implements and oversees quality assurance 
practices 

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 

Resources 

Finance 
Advanced  Ensures the design/delivery of services is within 

budget 

 Explains the organisation's financial drivers to 
others in plain language 

 Evaluates strategic business cases including the 
relative cost benefits of direct provision or purchase 
of services 

 Models the highest standards of financial probity, 
demonstrating respect for public monies and other 
resources 

 Promotes the role of sound financial management 
and its impact on long term financial sustainability 

 Seeks and applies specialist financial advice to 
inform decisions 

Resources 

Procurement and Contracts 
Adept  Prepares documents that clearly set out business 

requirements, deliverables and expectations of 
suppliers 

 Delivers open, transparent, competitive and 
effective procurement processes 

 Manages relationships with suppliers and 
contractors to ensure expectations are clear and 
business needs are met 

 Takes appropriate actions to manage and mitigate 
procurement and contract management risks 

 


