
 

KEY ROLES - FUNFEST 
ROLE DESCRIPTION 

FUNFEST 

COORDINATOR/S 
  Oversee all the planning of 

Funfest. 

  Liaise with the school in 

regards to planning. 

  Chair meetings. 

  Book rides. 

  Plan /map. 

  Report to P & F. 

  Meet with Funfest 

committee. 

  Monitor budget. 

  Update Facebook page 

PARENT REP 

COORDINATOR 
SECONDARY 

  Ensure all the Secondary 

class stalls are organised 

for the day. 

  Liaison between parent 

reps, teachers and 
committee. 

  Meet regularly with Co- 

ordinators. 

PARENT REP 

COORDINATOR 

PRIMARY 

  Ensure all the Primary class 

stalls are organised for the 

day. 

  Liaison between parent 

reps, teachers and 
committee. 

  Meet regularly with Co- 

ordinators. 
PARENT REPS   Organise their class stall 

with the class teacher and 
students and parents. 

  Liaise with Parent Rep Co- 

ordinator. 



 

AUCTION ORGANISERS 

(usually a team of 2-3 
people) 

  Source donations from 

local businesses. 

  Prepare goods for Auction. 

  Auction off the goods on 

the day. 

  Ensure thankyous are sent. 

  Update Facebook page 

CULTURAL DIRECTOR   Organise the various 

performances for the day. 
Both internal and external. 

  Arrange MC for the stage. 

SECURITY   Ensure parking is adequate 

and organised for the day. 

  Advise local police and 

close neighbours of event. 

  Provide a presence on the 

day. 

  Ensure money security on 

the day. 
MARKETING   Market and advertise 

Funfest to the College and 

local community. 

  Organise the setting up and 

taking down of all 
marketing material 

  Update Facebook page 

MEDIA LIASON   Co-ordinate Radio and 

community notice 
announcements and plan 

any other free opportunities 

to advertise. 
VOLUNTEER 

COORDINATOR 
  Collect all names and 

contact details of Funfest 

committee. 

  Recruit volunteers for the 

day, and draw up a roster 
for each volunteer on the 

day. 

  Co-ordinate volunteers on 

the day. 



 

  

TREASURER 

(Done by P&F Treasurer) 
  Handle all money and keep 

records of income and 

expenditure. 

  Approve expenditure and 

monitor budgets throughout 
planning. 

  Organise floats. 

  Arrange money clearance 

roster for the day. 

  Pay all bills involved in 

Funfest. 

  Count all money on the 

day, ensure all money is 

banked ASAP. 

RIDE PASS CONVENOR   Order Ride passes. 

  Organise sale of passes to 

College and local 

community using Try 

Booking. 

  Organise the handing out of 

passes to students prior to 

the event and to the general 
public on the day. 

FOOD CONVENOR   Co-ordinate Rotary BBQ, 

Tuckshop, Secondary 
Hospitality and all food to 

be sold on the day. 

EXTERNAL 

STALLS 
  Co-ordinate External 

Market Stalls 

MAINTENANCE 

OFFICERS 
  Ensure bins, toilets, power, 

tables, marquees, etc are all 
organised for the day. 

This role is done by our GCC 

Groundmen. 

 


