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Hall Hire Coordinator 
Position Description  

  
 
 

 Position  Location  Position Description Completed 

Hall Hire Coordinator Camden Haven Surf Life 
Saving Club 10 June 2025 

 
PURPOSE STATEMENT 

A Hall Hire Coordinator at a Surf Life Saving NSW (SLS NSW) club plays a critical role in managing the club’s community 
facility, ensuring venue operations run smoothly while generating funds to support lifesaving activities.  

 
ROLE & RESPONSIBILITIES 

To manage clubhouse bookings, client relationships, and facility access, ensuring safety compliance and professional 
service. This is often a hands-on, administrative, and client-facing role that helps maintain the clubhouse as a 
community asset. 

Key Responsibilities & Duties 

• Booking Management: Managing hall hire inquiries, managing the booking calendar, and preparing user 
agreements. 

• Client Relations: Acting as the primary contact for hirers, conducting viewings, and managing bookings. 

• Event Coordination: Overseeing setup/pack-down requirements for events, contractors, or hirers. 

• Compliance & Safety: Ensuring hirers comply with club policies, including Work Health & Safety (WHS), licensing, 
and noise regulations. 

• Facility Access: Coordinating security, key access, or being on-site to open/close the facility. 

• Administration: Maintaining accurate financial records and booking reports for the Club Management 
Committee. 

 
PREFERRED QUALIFICATIONS AND EXPERIENCE 

• Strong organisational and administrative abilities. 

• Excellent customer service and communication skills. 

• Experience in venue management, events, or office administration is highly valued. 

• Ability to work independently and manage stakeholder relationships. 

• Knowledge of WHS and compliance requirements is a plus. 

• Previous administration or hospitality experience. 

KEY CHALLENGES IN THE ROLE 
• Balancing club and function bookings. 

• Ensure a safe environment. 

• Improve the social atmosphere of the surf club. 

• Work with the bar manager to organise cleaning. 
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PERSONAL CHARACTERISTICS 

• Ability to adapt style 

• Community-minded  

• Flexibility   

• Genuine interest in helping others  

• Good moral judgement 

• Good prioritisation skills  

• Integrity 

• Organised 

• Professional yet affable 

• Resilient  

• Self-awareness – insight into competence 

• Self-directed (self-control and management) 

 
KEY STAKEHOLDER RELATIONSHIPS 

• SLSNSW Members and committee 

• Bar manager 

• Bar volunteers 

• General public 

• Customers of the surf club and function holders 

 
 

 


