
 

 

Fairfield Traders Association Inc 

 

POSITION TITLE  - CENTRE CO ORDINATOR 

TERM OF OFFICE - ONE YEAR CONTRACT INITIALLY 

DATE APPROVED - 1 MAY 2019 

APPROVED BY  - FAIRFIELD TRADERS ASSOCIATION 

 

Position Summary 

The Centre Co-ordinator of the Fairfield Traders Association is a key representative and 

advocate for business owners and employers in the community.  

 

The role is to promote and strengthen the Fairfield Traders community engagement and 

loyalty by building long term prosperity and community engagement through a welcoming 

and vibrant environment,  A healthy economy and a strong business sector by implementing 

strategies to increase visitation and spending throughout the centre.   This will be achieved 

by developing and implementing various marketing and promotions and advocating on 

behalf of the Fairfield businesses. 

 

The Fairfield Traders Association are looking for a fresh direction for its members. The 

incoming Co Ordinator needs to have a strong social media orientated approach to 

strengthening engagement for the traders in the association. 

The position reports to the Fairfield Traders Association. 

There are approximately 120 businesses in Fairfield Village. 

 

Key Duties and Requirements 

1. The ability to understand in detail how social media can be used as a tool to increase 

engagement with local business in promoting the centre as a whole. Through 

relevant channels in a cohesive and structured manner. Using current digital assets 

website, Instagram & Facebook.   

2.  Ability to create and deliver events, activities and  initiatives to meet objectives  

3.  Promote events and the shopping centre via print  competitions, website ,social 

media (Instagram, Facebook), mail chimp  

4. Organise regular social events that offer members a chance to network and share 

information and ideas 



 

 

5. Liaise and establish co-operative working relationships, networks and alliances with 

committee members, association members, business people, property owners, 

Darebin City Council, media, community groups and the general public. 

6. Manage monthly meetings – prepare agendas, minutes and follow through any 

required actions 

7. Prepare monthly newsletter to traders 

8. Seek and apply for grant funding from local, state or federal funding streams 

9. Attend Centre Management meeting and other meetings as required by Darebin City 

Council and the Fairfield Traders Association 

10. Understanding of local and or state government funding and reporting 

requirements, including Fairfield Traders Special Rate Scheme 

11. Attend meetings and events outside normal business hours. 

 

Skill Set 

1. Understanding of how to utilize social media in all forms 

2. Understanding and appreciation of issues and challenges facing shopping strips 

3. Work unsupervised – self reliant and self motivated 

4. Understanding of budgets and the impact it has on programing events, activities and 

initiatives set by committee 

5. Experience with working for Incorporated Associations and an understanding of 

Model Rules and Consumer Affairs obligations  

6. Strong and relevant computer skills 

7. Evidence of relevant delivered events, activities and initiatives that have been 

undertaken previously and their outcomes  

8. Demonstrated skills and experience  that have been used to promote to shopping 

centres or strips including  - social media (Instagram, Facebook), mail chimp and 

website  

9. Demonstrated ability to organise regular social events for  members to network and 

share information and ideas 

 

Tenure 

The appointment is on a contract basis annually. Reviewed after 12 months and reapplied 

every 3 years. 

The appointee must not be a member of the Fairfield Traders Association or an employee of 

Darebin City Council. 

Benefits such as leave, superannuation, work cover do not apply. 



 

 

 

Appointment 

10 hours per week.    This will vary depending on workload in particular months and as 

agreed by the committee. 

 

Remuneration 

The contractor will be on fixed annual rate paid monthly in equal instalments. 

 

Other requirements 

The contractor must have an Australian Business Number and relevant public liability 

(event) insurances.  


