
Wedding & Functions Coordinator 
 

SALTWATER Phillip Island is seeking a talented Wedding & Functions Coordinator 

with immaculate presentation to join their exciting and dynamic team. 

About us 

Saltwater Phillip Island is a waterfront venue on Phillip Island, Victoria. Combining a love of the ocean 

with quality local produce, Saltwater caters to a broad range of tastes, balancing craft and comfort. We 

offer a relaxed atmosphere with food and drinks to match. Paired with 270-degree waterfront views 

including the Phillip Island Bridge, the eastern entrance and Westernport Bay to the north. All 

contributing to make Saltwater both a destination venue, and a favourite for locals alike. 

About the role 

The key focus of the role is to manage enquiries, scheduling and coordination of all events held within 
the venue. You will also manage the venue's marketing materials and social media pages to ensure 
high levels of engagement.  

This role is completely operational, to include the setup of each event, liaising with the MC, suppliers 

and the Bride and Groom to ensure the event is running to schedule, managing the Food and Beverage 

team together with the kitchen team to ensure food service is on schedule and staff breaks are met. 

And of course, most importantly ensuring our couples are enjoying the best day of their lives! 

Whilst the role will be predominantly based around weddings, there will also be the need to coordinate 

other social functions. 

This position will require the availability to work a flexible roster including weekends and evenings, 

wedding / function dependant.  

About you 

Attention to detail is critical, together with extremely efficient time management and communication 

skills. A background within the hospitality industry and very strong operational experience within a 

similar calibre establishment is required, together of course with a passion for weddings! 

 

Working within a wonderfully talented and dedicated team, it is imperative the candidate possess a 

friendly and positive outlook to work closely with the existing team, and are committed to maintaining 

our position as being the very best at what we do. 

Key Responsibilities 

 Be reliable 
 Have a strong work ethic 
 Have a happy, confident and energetic personality 
 Hospitality and events experience 
 Good sales skills and the ability to follow up on sales leads promptly and passionately 
 Be willing to go above and beyond to ensure customer satisfaction 
 Have great attention to detail and maintain integrity with each task 
 Have pride in their appearance and presentation 
 Take a proactive approach to all work tasks in a high-pressure environment with exceptional time 

management skills 
  
 


