
 
Position Description 

Marketing & Events Assistant 
Purpose of Role 

The Marketing & Events Assistant is responsible for providing administrative, coordination and 
project support across the Bright Brewery Group marketing function. 

Working closely with the Marketing Manager, this role acts as the operational backbone of the 
marketing department, ensuring campaigns, events, merchandise, partnerships, communications 
and promotional initiatives are delivered efficiently and on schedule. 

This role provides exposure across all areas of the Bright Brewery Group including venue operations, 
wholesale sales, digital marketing, production, tourism and events, making it an ideal entry-level 
opportunity for someone looking to build a long-term career in marketing, communications, events 
or brand management. 

The position combines administration, project coordination and hands-on execution, supporting 
the delivery of marketing initiatives that strengthen the Bright Brewery Group brands, drive 
commercial outcomes and enhance customer experiences. 

 

Reporting 

Reports to the Marketing Manager. 

Works closely with: 

• Brand Manager  

• Digital Coordinator  

• Sales Team  

• Production Team  

• Venue Managers  

• External suppliers, partners and event stakeholders  

 

Key Responsibilities 

Marketing Administration & Department Coordination 



• Own and maintain the marketing calendar, project schedules and campaign tracking 
systems  

• Coordinate workflow and administrative requirements across the marketing department  

• Maintain accurate marketing documentation, asset libraries and brand resources  

• Coordinate supplier communications, quotations, purchase orders and production timelines  

• Assist with budget tracking, invoice processing and departmental reporting  

• Prepare reports, presentations and project summaries as required  

• Support continuous improvement of marketing systems, processes and workflows  

• Ensure marketing projects remain organised, prioritised and delivered within agreed 
timelines  

Campaign & Brand Support 

• Coordinate the delivery of marketing campaigns across all Bright Brewery Group brands  

• Assist with the development and production of marketing collateral and promotional assets  

• Support sponsorship, partnership and ambassador programs  

• Assist with content collection, photography coordination and campaign implementation  

• Ensure marketing activity aligns with brand standards and business objectives  

• Coordinate campaign deliverables across internal teams and external suppliers  

Wholesale & Trade Marketing Support 

• Support the Sales Team with wholesale marketing initiatives and trade promotions  

• Coordinate production and distribution of trade marketing materials  

• Assist with product launches, trade events and customer activations  

• Coordinate product sample requests and distribution programs  

• Support marketing initiatives that drive wholesale growth and customer engagement  

Digital Marketing Support 

• Assist with website, e-commerce and digital marketing projects  

• Coordinate digital assets and campaign requirements  

• Support email marketing, online promotions and customer communications  

• Assist with maintaining accurate marketing content across digital platforms  

• Work collaboratively with the Digital Coordinator to support online growth initiatives  

Merchandise & Promotional Materials 

• Coordinate merchandise ordering, supplier communication and stock management  

• Maintain accurate inventory records and reporting  

• Assist with development of new merchandise initiatives and product launches  



• Coordinate movement of merchandise across venues, events and sales channels  

• Ensure venue marketing materials, signage and promotional assets are maintained and 
current  

Events & Activations 

• Assist with the planning and administration of brewery events, festivals and activations  

• Prepare event documentation including run sheets, timelines, pack lists and supplier 
schedules  

• Coordinate event communications with suppliers, entertainers and stakeholders  

• Support ticketing, guest communications and event administration  

• Assist with event delivery, setup and pack-down where required  

• Complete post-event reporting and performance reviews  

• Support venue activations that enhance customer experience and community engagement  

Systems & Process Management 

This role will regularly utilise and maintain: 

• Microsoft Office Suite  

• Canva  

• NetSuite  

• WooCommerce  

• Square  

• Trello  

• Miro  

• Marketing asset management systems  

• Internal project and reporting platforms  

Communication & Collaboration 

• Maintain strong working relationships across all Bright Brewery Group departments  

• Communicate effectively with suppliers, partners and stakeholders  

• Contribute ideas and recommendations that improve marketing effectiveness  

• Support a collaborative, positive and high-performing team culture  

 

Authority 

The Marketing & Events Assistant may: 

• Coordinate approved marketing projects and activities  

• Communicate directly with suppliers and stakeholders regarding approved projects  



• Manage marketing administration systems and departmental workflows  

• Escalate project risks, delays or operational issues to the Marketing Manager  

The Marketing & Events Assistant may not: 

• Approve marketing expenditure outside approved budgets  

• Enter supplier, sponsorship or partnership agreements  

• Commit the business to contractual obligations  

• Approve major campaign, brand or strategic decisions  

 

Skills Required 

Essential 

• Strong organisational and administration skills  

• Exceptional attention to detail  

• Strong written and verbal communication skills  

• Ability to manage multiple projects and competing priorities  

• Proficiency in Microsoft Office Suite  

• Ability to work independently and as part of a team  

• Strong time management and problem-solving skills  

• Positive attitude with a willingness to learn  

• Current Victorian Driver's Licence  

Highly Desirable 

• Qualification or studies in Marketing, Communications, Business, Events or Tourism  

• Experience using Canva  

• Experience within hospitality, tourism, events or customer service environments  

• Experience with project management software or digital marketing platforms  

• RSA Certificate or willingness to obtain one  

 

Position Details 

• Full Time Position  

• Monday to Friday  

• 9:00am – 5:00pm  

• Based in Bright, Victoria  

• Occasional travel, evening and weekend work may be required for events and activations  



• Remuneration aligned to experience and responsibility as per employment contract  

 

Values Alignment 

The Marketing & Events Assistant is expected to consistently demonstrate Bright Brewery Group's 
values: 

• Authentic in communication, relationships and brand representation  

• Sustainable in decision making and resource management  

• Active in learning, contributing and driving continuous improvement  

• Inclusive in collaboration, communication and customer engagement 

 

WE ARE AUTHENTIC 
• We are genuine in everything we do. 
• We do what we say and stand by it. 
• We present our business and products truthfully. 
• We use quality, natural ingredients to create honest products. 
• Our relationships are built on trust and respect. 

 
WE ARE SUSTAINABLE  

• We respect and protect our alpine environment. 
• We reduce our impact across all operations. 
• We make decisions for long-term strength and resilience. 
• We create lasting value for our community, team, and customers. 

 
WE ARE ACTIVE 

• We embrace the outdoors and active lifestyles. 
• We show up and contribute to our community. 
• We continually evolve our products and experiences. 
• We take a hands-on approach and keep pushing forward. 

 
WE ARE INCLUSIVE 

• We create a space where everyone feels welcome. 



• We value diversity and different perspectives. 
• We foster a culture of respect and belonging. 
• We design experiences so no one is left out. 
• We remove barriers so more people can engage. 

 


