
 
 
Conference Producer (Sydney) 
 

 Global Company - Opportunity for career advancement 

 Fun & Dynamic Team Culture 

 Forefront of the company , project management and event delivery 

Use your commercial acumen to build and grow an event portfolio, we are not looking for 

experience but attitude and ambition for this role is a must 

$45-$50 K OTE $60K – Graduates are a preference  

Do you have what it takes to drive our business forward? 

IQPC provides business executives around the world with tailored practical conferences, large scale 

events,topical seminars and in-house training programs, keeping them up-to-date with industry 

trends, technological 

developments and the regulatory landscape. IQPC's large scale conferences are market leading 

"must attend" events for their respective industries. 

We are currently recruiting a conference producer. 

The ROLE  

Conference Producers are at the forefront of the company and specialise in business research and 

project management. You will research and put together the intellectual content of conference 

programmes at the cutting edge of business strategy. You will be responsible for structuring the 

conference agenda as a result of live telephone research with senior managers from a cross section 

of companies, selecting and inviting high level speakers, copy writing, designing the conference 

brochure and ensuring profitability of entire projects - from the initial idea to the smooth running of 

the event. Conference producers have a lot of budgetary control and you will be making financial 

decisions that will have significant bottom line impact. Throughout the production cycle you will 

work closely with the Marketing Manager to ensure the best possible marketing campaign and with 

the Sponsorship Manager to put together an effective sponsorship strategy. 

  

Main Duties and Responsibilities 

Undertake detailed telephone and desk research on specific conference topics and program themes 

with senior level business executives 

Collating information and conducting research analysis 

Develop intellectual content of the conference agenda based on research with the target market 

Secure senior level speakers for each event 

Copy writing and proof reading 

http://www.seek.com.au/job/28482574?pos=1&type=standout


Marketing research and sponsorship lead generation and communication with those departments 

To execute and complete projects on time and on budget 

Onsite management of events 

Some conference administration 

Relationship management with speakers and delegates 

Liaising with other departments and external meetings 

Behaviors and Skills Required 

Good degree, ideally with commercial experience 

Strong verbal communication skills for telephone research 

Excellent written communication skills for copy writing 

A good and active listener 

The ability to sell an original idea to senior managers 

Strong time management skills - able to work to tight deadlines 

Entrepreneurial spirit with a creative flair 

High degree of interest in current business issues and industry trends 

Excellent project management skills 

A pro-active and tenacious personality 

Ability to translate key business issues into profit-focused, commercially-viable conferences 

Service-oriented and able to take a consultative approach 

Attention to detail and ability to effectively multi-task 

Team player 

 

 


