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ABOUT TROPICAL FRUITS 

The Tropical Fruits Inc, established in 1988, is the premier gay, lesbian, bisexual, transgender and 

intersex (GLBTI) community group in the Northern Rivers in NSW. We are a not-for-profit, 

incorporated association that holds regular events for our diverse members and guests. We are a 

self-funded, independent and largely volunteer run organisation. 

Our mission is to: 

 To provide an atmosphere of self-respect, acceptance and friendship, in which members can 

enjoy fellowship and all the benefits of a social club without any political affiliation;  

 To be a not-for profit, charitable organisation; 

 To support any like association or charity; 

 To assist in overcoming the isolation of gay, lesbian, bisexual, transgender and intersex 

(GLBTI) members; 

 To relay appropriate information through a regular newsletter; 

 To hold regular social events; 

 To promote the social development of the GLBTI community in the Northern Rivers Region; 

 To assist members of the Northern Rivers GLBTI community through community 

disbursements.  

We hold regular events throughout the year, providing opportunities for our diverse members and 

guests to get together and celebrate in the beautiful "Rainbow Region".  We have made a home at 

our Clubhouse, the "Fruitbowl", located in the colourful heart of the Rainbow Region, Lismore.  Each 

year we elect a nine-member Committee, which meets fortnightly throughout the year to manage 

our Club.  Our volunteers work hard year-round in preparation for parties, during events, running 

the office and looking after the Fruitbowl.  Since 1988, it is the commitment of many thousands of 

these dedicated people that has enabled Tropical Fruits to become one of the largest regional GLBTI 

organisations in the country.   
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ROLE PROFILE 

PURPOSE OF THE POSITION 

The Production Assistant position is a NYE Festival production support position, responsible for 

event co-ordination under the guidance of the Club Manager.  This involves all aspects of event-

coordination, including technical production, media coordination, budgeting, licencing, compliance, 

volunteer co-ordination and support to the Tropical Fruits Committee. The role also includes 

maintaining and expanding professional partnerships within the community, media and the local 

region.   

Specifically, the role is charged with: 

1. Working within the policies of Tropical Fruits Inc 

2. General and event-based communication and reception; 

 Answering phones and responding to voicemails 
 Managing mail and post 

 Responding to emails 

3. Under the direction of the Club Manager, assisting in the coordination of all aspects of event 
production including; 

 Working within event budgets  

 Venue arrangements 

 Food vendors and catering 
 Performers agreements 

 Security contract 

 Emergency Response Plan 

 Equipment hire and scheduling 
 Technical production (light and sound) 

 Sustainable waste management systems 

 Identifying production ‘roadblocks’ and to communicate these to Club Manager 
 Contribute post event debrief report 

4. Coordinating media and promotions, including; 

 Designing and implementing a media campaign and payment schedule 

 Artwork, schedules and deadlines 
 Media releases and related photo shoots 

 Website and social media content and updates 

 NYE Festival Guide 

5. Supporting the Club Manager to ensure Licencing and compliance requirements are met, 
including; 

 Road permits (Parade) 

 DA compliance 
 Liquor licence 

 Music and recording licences  

6. Overseeing volunteer schedules, training and assist in coordination 

7. Maintaining and expanding community partnerships 

8. Further Duties as determined by the Club Manager 
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POSITION SPECIFICATI ONS 

Position title Production Assistant 

Employment status Sub-Contractor  

Hours per week As required. Must be available to work between 1 and 3 days a week 
from September and January, including some out of hours work, public 
holidays and the period over NYE (27th December-31st December). At a 
minimum, this will include: 

- September - 1 day per week 
- October - 1 day per week 
- November - 2 days per week 
- December - 2 days per week (plus additional days during bump up) 
- January - 2 days per week 
- February, March (until AGM) - 1 day per week 

Flexibility of scheduling will be required. 

Reports to The Tropical Fruits Club Manager 

Supervision of Volunteers, designated contractors and suppliers 

Probationary period 

Remuneration 

Work Location 

N/A 

$24 ph 

Main work location is at the Tropical Fruits office (the Fruitbowl) 
located in South Lismore, however there is an expectation that from 
time to time work will be carried out at other local locations (such as 
the Lismore Showgrounds) as directed by the Club Manager. 

Key internal relationships Office staff, Management Committee, Club members, volunteers, 
contract staff 

Key external relationships  Guests of the Club and its events 
 The GLBTI community  

 Media partners 

 GLBTI organisations and affiliations 
 Lismore and Northern Rivers tourism, businesses and Council  

 Suppliers, service providers and performers 

 NSW Police and the Office of Liquor, Gaming and Racing (OLGA)  
 Other key stakeholders 
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SELECTION CRITERIA 

EXPERIENCE AND SKILLS 

1. Demonstrated experience in event coordination and/or production management, including 

management of volunteers, schedules, budgets, quality, safety, contractors and suppliers, 

promotions and marketing 

2. Excellent communication and interpersonal skills including skills in conflict resolution, 

problem solving, media relations, community and stakeholder engagement 

3. IT skills including email, internet, office networks, word processing, spreadsheets, database 

management, graphic design and management of social media networks.  

4. Demonstrated ability to work autonomously to achieve successful performance outcomes 

against agreed work targets 

5. Experience working in a Not-For-Profit, volunteer based organisational setting  

 

KNOWLEDGE AND QUALIF ICATIONS 

6. In depth understanding and sensitivity to the cultural experiences of regional  GLBTI+ 

communities and our celebration of identity and culture 

MANDATORY CREDENTIALS 

The successful applicant must have the following mandatory credentials: 

 NSW Drivers Licence 

 Their own car with comprehensive insurance and be willing to use it in carrying out the 

duties of this position 

 Current Working with Children Check 

ABOUT ROLE STATEMENTS AND POSITION DESCRIPTIONS 

As the Tropical Fruits evolves to meet the changing needs of the Festival event environment, so will 

the roles required of all its contract staff evolve. As such, contract staff should be aware that this 

document is not intended to represent the role that the incumbent will perform in perpetuity. This 

role statement is intended to provide an overall view of the incumbent’s role as at the date of this 

statement. 


