
 

 

Position title: 
Events Rostering Coordinator 

Team: 
Event Services 

Division: Tataki Auckland Unlimited Reports to: 
Manager Event Services 

Department: 
Event Operations 

Direct reports: Nil 

Unit: 
Arts Entertainment and Events 

Indirect reports: Nil 

Our commitment  

to te ao Māori 

Our Commitment to te ao Māori 

We honour te Tiriti o Waitangi, accord value to te ao Māori (the Māori world), support 

kaitiakitanga and are responsive to the needs of Māori. You participate in initiatives to 

embed te ao Māori into the way we do things. You are willing to develop and build your own 

understanding and capability to contribute to the delivery of the directorate’s Māori 

outcomes and wider organisation’s vision to be responsive to the needs and aspirations of 

Māori as outlined in the Māori Outcomes Performance Measurement Framework – Kia ora 

Tāmaki Makaurau. 

Role Purpose 

Key Purpose of Role 

• Rosters and coordinates the staff rosters to ensure correct staffing levels for the delivery 

of events, meeting both safety and customer service standards. 

• Actively maintain the Human Force rostering system to ensure the application works 

efficiently for the business and staff.  

• To work alongside the Rostering Support Administration team. 

• Contribute to the achievement of business objectives. 

 

 

Key  

responsibilities 

 

 

Key Responsibilities 

• Source all critical information relating to staffing of events and establish requirements 

for the staff rosters 

• Allocate required staff and produce rosters for the Event Services department, cafes and 

other departments as needed.  

• Communicate roster changes with Event Services Attendants, Supervisors and Duty 

Operations Managers.  

• Track availability and absenteeism to ensure staff are meeting their minimum availability 

requirements 

• Identify current and future staffing shortages, escalate to Manager with solutions 

• Participate in and help deliver the recruiting of staff.  

• Contribute to the development and maintenance of database, systems, policies and 

procedures within the Event Service department and provide administrative support. 

• Promote one-organisation initiatives and action these service characteristics.  

 

Organisational Obligations 

• Action the organisation’s good employer obligations and equal employment bicultural 

policies and practices. 

• As an employee of the organisation, you are required to be associated, as required, with 

Civic Defence Emergency Management or any exercise that might be organised in 

relation to this organisation function. 

• Promote a safe and healthy workplace by undertaking responsibilities as outlined in the 

organisation’s health and safety policy and procedures. 

Position Description 



 

• Promote activities and initiatives that assist the organisation achieve its vision and 

mission. 

• Promote one-organisation initiatives and action these service characteristics. 

• As an employee of the organisation you are required to familiarise yourself with and 

comply with all organisation policies, including but not limited to, the organisation’s Code 

of Conduct. 

 

 

Outcomes 

Maori Outcomes  

 

• You can pronounce and use basic te reo Māori in emails, meetings, and conversations. You 
understand, demonstrate and value the use of tikanga where appropriate.  

 

 

Key skills 

Key Skills 

• The ability to manage workload in an efficient and effective manner and prioritise 

competing tasks.  

• The ability to work to deadlines.  

•  A high degree of accuracy and attention to detail. 

•  Good written and verbal communications.  

• The ability to manage and build relationships with staff of any age and background.  

•  Well-developed computer skills in the Microsoft Office suite and familiarity with Time 

Target (Human Force), and Ungerboeck. 

• The ability to be able to retain information well. 

Job requirements 

Qualifications 

• Tertiary qualification in a relevant discipline such as Administration, Communications, 

Human Resource or Rostering is preferred or the equivalent experience in a staffing/ 

rostering role. 

Experience 

• Experience in managing large rosters or pools of casual staff.  

• Administration experience.  

 

Key Relationships 

Internal 

 

• Event Service Attendants, Event 

Supervisors, Duty Operations 

Managers, Manager Event Services, 

Event Coordinators.  

 

External 

• Temporary staff agencies 

Disclaimer 

The above statements are intended to describe the general nature and level of work being performed by incumbents in 

the assigned job. They are not construed as an exhaustive list of all responsibilities, duties, or skills required of the 

incumbent. From time to time, employees may be required to perform duties outside of their normal responsibilities as 

needed. 

Approving manager: Version date: 



 

Jamal Badsha, Manager Event Services 2.08.22 

 

Job framework 

Job function: Job family: Job: DFA 

   
Budgeted: 

• Opex: 

• Capex: 

Unbudgeted: 

• Opex: 

• Capex: 

 


