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INTRODUCTION 
Beef Australia Limited is a not-for-profit member-based organisation established for the promotion and 
celebration of the Australian beef industry and is governed by a volunteer board of directors, comprised of 
leading producers, industry figures and its chief executive officer. 
 
Since the event began in 1988, the Expo has grown from its roots as a bi-centennial celebration of the 
Queensland cattle industry to an internationally recognised event with major industry, trade and regional 
community outcomes and is now rated as one of the world’s great beef cattle events. 
 
Due to the success of the inaugural event, it was decided that another celebration should be held again in 1991.  
It has since been held every three years and has grown to become the cattle industry’s national exhibition, 
attracting more than 125,000 people from across Australia and around the world in 2027. 
 
The event focuses on four key pillars: 
 
Showcasing the Beef Industry; benchmarking national standards through the stud, carcase and commercial 
cattle competitions and industry trade sites; 
 
Consumer and Community Awareness; engaging the public and building consumer trust in beef as a product 
and the importance of the industry to the Australian economy; 
 
Facilitating Trade; working closely with key stakeholders to target increased international delegates and 
enhanced trade outcomes; 
 
Advancement, Education and Innovation; advancing knowledge through education, training, innovation and 
research programs supporting the success and sustainability of the beef industry. 

Our Purpose 

We are the platform for the platform for the advancement of the Australian Beef Community.  

Cultural Statement 

Beef Australia brings people together to build connections and advance our Australian Beef Community. 
 
We value integrity, being accountability & adaptability.  
 
Here, you’ll be part of a team of industry leaders, innovators, customer and results-orientated people, working 
together to advance the Australian beef community and deliver the largest beef exposition of its kind. 

Core Values 
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ABOUT THE ROLE 
Beef Australia is seeking a motivated, organised and customer-focused Trade Fair Officer to support 
the Exhibition & Event Operations Coordinator and broader operations team in the planning and 
delivery of Beef 2027.  
 
This role is responsible for providing high-level administrative support and account coordination within the 
event operations team, ensuring our exhibitors and partners have a seamless experience from pre-event 
planning through to bump-out. The Trade Fair Officer serves as the first point of contact for Beef Australia 
exhibitors, coordinating site bookings, payments and important communications.  
 
The ideal candidate will have experience working with a wide range of stakeholders with a proven track record 
in client services and administration. The perfect opportunity for any customer service professional who thrives 
in fast-paced, strenuous environments and eager to grow or transition their career into event delivery.  
 
You will be part of the Event Operations team who are responsible for the pre-planning and overall operational 
delivery of the Beef Australia event site. The role requires close collaboration with the Exhibition and Operations 
Coordinator, working together to deliver a smooth and safe trade fair operations. 
 
This position requires excellent organisational skills, strong attention to detail, a proactive approach and the 
ability to manage multiple priorities in a dynamic environment. As a key member of the Beef Australia team, 
you will contribute to the successful delivery of one of the world's premier beef industry events while helping to 
advance and connect the Australian beef community. 
 
This position is offered under a fixed term full time contract until 31st May 2027 with a remuneration package 
of $75,000 annual salary plus superannuation. 
 
This position is located at the Beef Australia office – 195 Bolsover Street, Rockhampton Queensland.   
 
Applications close 18th September 2026. Please submit your application to careers@beefaustralia.com.au.  

IMPORTANT NOTES FOR THE APPLICANT 
Beef Australia is an equal opportunity employer and encourages all interested individuals who believe they have 
the necessary qualifications, experience and qualities to apply for the position being offered. 

Selection Criteria 

The selection criteria are an important component of your application. The selection criteria provides you with 
the opportunity to convince the selection panel that you have the necessary experience, skills and abilities to 
carry out the duties for the position to a very high standard.  It is important to note that only the applicants who 
address the criteria will be afforded the opportunity to further expand on their application at an interview. 

Selection Process 

Once applications have been received, they will be assessed based on the selection criteria, resume and cover 
letter by the management team. 
 
The management team will make a shortlist of suitable candidates who they believe have the necessary skills 
and abilities to successfully carry out the duties of the position. Applications of the short-listed candidates will 
be provided to the Selection Panel. Only short-listed candidate applications will be acknowledged and selected 
for interview. 
 



 
 

Trade Fair Officer application package          Page 3 of 6 
 

Applicants who are successful in obtaining an interview will be invited to attend at a time and place determined 
by the Selection Panel. It is proposed that all candidates for interview will be interviewed on the same day. It is 
expected that an appointment to the position will be made within a week of the interview date. 
 
All interviews will be conducted on the basis of fairness and equity for all, with interviews following the same 
format. Candidates should expect the formal interview to take up to one hour. 

Resume 

It is expected that all applications will include a resume (curriculum vitae). The resume should include 
comprehensive details relating to previous work experience and qualifications along with personal contact 
details and a minimum of two work related references.  
 

ORGANISATIONAL STRUCTURE 
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POSITION DESCRIPTION 

Position Trade Fair Officer Name  

Reporting To Supervised by the Exhibition & Event 
Operations Coordinator, Reporting to 
the Event Operations Manager 

Function Full Time – Fixed Term 

 

Primary Position Objectives 

Beef Australia recognises its value and contribution to the Central Queensland, broader Queensland and 
Australian economy. The prime function of the organisation is to deliver a world class triennial Beef 
Exposition where we control and manage the largest event of its kind in the Southern Hemisphere.   
 
The Trade Fair Officer is responsible for providing high-level administrative support and account 
coordination to exhibitors and partners participating in the Beef Australia Trade Fair. Ensuring our 
stakeholders have a seamless experience, the Trade Fair Officer serves as the first point of contact for 
exhibitors where they will be primarily answering queries, coordinating site bookings, payments and 
important communications.  
 
You will be a key member of the Beef Australia team and will support the Exhibition & Even Operations 
Coordinator in the successful delivery of the Beef 2027 Trade Fair, playing an important role in ensuring 
our engagement with and management of our exhibitors and stakeholders is at the highest level. 

 

Position Responsibilities 

Key Responsibilities Brief Description of Duties 

Administration and 
Communication 

 Provide high-level administrative support to the Event Operations Team 
 Deliver exceptional customer service as the first point of contact for the 

exhibitors, responding to enquiries promptly and professionally. 
 Manage and monitor a shared email account, ensuring timely action 

and escalation where required. 
 Prepare meeting agendas and take minutes as required. 
 Effectively manage competing priorities and workflows to meet 

organisational requirements and deadlines. 
 Respond to all exhibitor enquiries in a timely and professional manner 

including answering phone calls. 
 Preparation of correspondence to exhibitors when required.     
 Regular reporting of trade fair bookings, financials and targets etc. 
 Outgoing emails/calls to ensure exhibitor payments are received on 

time. 

Exhibitor Coordination 

 Coordinate exhibitor site bookings, payments and other documentation 
requirements within our event software platform - EventsAIR 

 Exhibitor account administration and payment tracking in accordance 
with Trade Fair payment schedules. 

 Maintain and grow relations with the organisation’s current and potential 
trade fair exhibitors, event partners, suppliers and other stakeholders. 

 Send Trade Fair Portal to booked exhibitors and coordinate exhibitor 
form collection, data management and reminders.  

 Coordinate all exhibitor accreditation and ticketing requirements. 
 Help resolve exhibitor issues both pre-event and onsite. 
 Accurate note taking and record keeping with a high level of detail.  
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Event Operations 
Support 

 Assist with developing a freight and logistics schedule and manage 
forklift bookings. 

 Support the Exhibition & Event Operations Coordinator and Operations 
Manager in the planning of Trade Fair bump-in and bump-out operations. 

 Assist the Exhibition & Event Operations Coordinator with the planning and 
delivery of all Trade Fair infrastructure and equipment.  

 Assist with the onsite coordination of Trade Fair build, exhibitor bump-in, 
event week operations and exhibitor bump-out. 

 Assist with ensuring a safe event site by communicating and promoting safe 
work practices. 

 Abide by onsite WHS requirements following the specific guidelines as set 
out in the operations plans. 

Event Delivery 

 Work flexible hours, including evenings and weekends, during peak 
planning periods and event delivery. 

 Assist with on-site event operations during event setup (bump in), event 
delivery and pack down (bump out), including working in outdoor 
environments. 

 Ensure you can commit to onsite daily attendance at Beef 2027 for up to 3 
weeks (including some weekends) in April/May 2027. 

 Completion of a final report. 
 Attend and contribute to an operations team debrief. 

People & Culture 

 Contribute to a positive, collaborative and high-performing workplace 
culture. 

 Demonstrate behaviours consistent with Beef Australia's values of integrity, 
accountability and adaptability. 

 Promote a safe, inclusive and respectful workplace where diversity is valued 
and discrimination, harassment and bullying are not tolerated. 

 Foster positive working relationships with employees, volunteers, 
stakeholders and participants. 

 

Position Requirements / Selection Criteria 

Essential Knowledge, Skills and Abilities Level of Importance to Position 

2 years’ experience in administration and customer service role or 
similar 

Mandatory 

Demonstrated experience in a similar role or large event. Desirable 

Strong demonstrated use of MS Office applications Mandatory 

Aptitude for use and development of different software and systems High 

Good communication skills, presentation, and interpersonal skills High 

Great time management skills with the ability to prioritise tasks High 

Ability to work autonomously and within a team as required High 

Ability to remain calm in fast-paced, strenuous working environments 
and adapt to working outside of normal business hours and office 
conditions. 

High 

 

Purchasing Authority 

Not permitted to make and authorise purchases on behalf of Beef Australia without the authorisation of the 
CEO. 
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Click on the image to watch the Beef 2024 Wrap Up 

Click on the image to watch Open your eyes to Rockhampton 


