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CONTACT TRACING

If you are experiencing any cold/flu symptoms or are awaiting the results of a Covid-19 test, please notify your manager and don’t attend work. 
Stay at home if you are feeling unwell. We encourage you to download the COVIDSafe app.
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	PROGRAM OVERVIEW:  
The Events program at Thorne Harbour Health is repsonisble for overseeing and ensuring all the events we deliver adhere to a standard that represents the organisation appropriately. In addition to planning, organising and delivering many premier events, such as Northside Bizarre, World AIDS Day, Rupaul's Trivia Extravaganza, the Event program provides expertise, advice and assistance to a range of internal departments running events.
	ADDITIONAL INFORMATION:  
Ideally, the event project team will work on various events. You may be called on for a specific skill-set or something more general. Flexibility is key, however we will work around your commitments and areas of interest also. This role would suit anyone wanting to be involved in the events field. You will have the satisfaction of being involved in our our major events from the very start, to the actual event.
	STEPS TAKEN TO COMPLY WITH SOCIAL DISTANCING: Please list actions that have been take to reduce contact and to comply with 1.5m physically distancing guidelines. These may include: Perspex barriers installed, Floor marking to indicate safe distance, procedures to limit interaction in a space
	TRAINING  PPE: List any PPE that will be provided or is available. Eg. Face masks, gloves, sanitiser. Also detail any training that is required before or after the volunteer returns to the role. This may include infection control online training or additional side by side training once they have returned to the role 
	COMMUNICATION: Detail your plan for communication. This may include contact before returning to the role, how information will be relayed when back in the role, places in the workplace where volunteers can read updates or other methods to keep volunteers in this role informed
	STEPS TAKEN TO COMPLY WITH CONTACT TRACING: Beyond suggesting all volunteers use the CovidSafe app while on duty detail how else we can make contact tracing more successful if an outbreak was to occur. Consider how volunteers sign in for their shift and if those details will be kept available. A crucial part of this will be who is responsible for logging the volunteers shift in the volunteer portal (Volgistics)? If it is the volunteer, then this must be verified and reminders made if it is not complete.
	IS THIS YOU: • Have an interest in events and event management
• Creative
• Likes to show initiative 
• Good problem solving skills
• Enjoy admin duties, such as maintaining spreadsheets
• Wanting to get involved with key community events at a deeper level
 
 
 
STRAIGHT TO THE FRONT OF THE QUEUE: Anyone with graphic design, video editing or social media skills
	IMPORT DETAILS: • Reporting to the Events Coordinator within People and Corporate Services
• This role involves agreed weekly team meetings
• Flexible options to work remotely
• While this role is exciting and you'll be involved in the events from inception to when they are staged, it is important to note at times you will be working on tasks on your own
• Requirements:Volunteer Code of Conduct, Police check and Volunteer Induction
 
	WHAT WILL I BE DOING: • Involved in the event planning process, from inception to completion
• Participate in planning meetings for events
• Managing and updating website content 
• Researching Pride and Diversity networks across Victoria and their key personnel
• Maintaining excel spreadsheets
• Key role in online and physical events
	WHATS IN IT FOR ME: • Experience in a busy and dynamic events portfolio within a major health and LGBTI organisation
• Connection to community
• Take a lead role within project work to advance the activities of this area
• Show off LGBTI and HIV specific knowledge and content 
• Networking with other partner organisations
	Volunteer Position title: EVENT PROJECT OFFICER
	Additional Info: Events Project Team
	Program Overview: Program Overview
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