
 

 

 
 
 

Position Description 
 

Project and Events Coordinator – Executive 

Learning

 

This position reports to the Director, Executive Learning and works closely with numerous areas within 

the University. During any absence or vacancy in the Unit Director role this position will report directly to 
the Microcredential Project Managers. The role will be based at the Bond Brisbane Campus. 
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• Asist the Unit Director in developing marketing collateral, client materials, and 
event documentation to ensure the consistent, high-quality delivery of 

Executive Learning programs.

• Support the unit with general financial processing, invoicing, reconciliation of 

credit card and payments to suppliers and partners. 

• Monitor financial performance against targets and implement strategies to 
optimise revenue generation and profitability. 



• Negotiate contracts with suppliers and vendors to secure favorable terms and 

pricing for goods and services.

• Identify ways to improve current wo r k  processes to establish more 
streamlined practices and improved customer outcomes and experience.

• Establish and maintain positive and beneficial working relationships with 
customers at all levels. 

• Provide assistance to the Finance Staff as required.
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