EXAMPLE:

STAFF ROLES AND CONTACT LIST

The following example has been developed to demonstrate how to create a staff roles and contact list. 

A ‘real’ example would have complete contact numbers. 

	EVENT STAFF

	RESPONSIBILITY
	EVENT REP 
	PHONE NO.

	Site Manager//Supervisor
	David Hands
	0411 xxx xxx

	Site Management Support
	Simon Walk
	0415 xxx xxx

	Liquor Licence
	Joan Beard
	0412 xxx xxx

	Food Vendors
	Josie Noone
	0417 xxx xxx

	Stall Holders
	Josie Noone
	0417 xxx xxx

	Safety Officer
	Liz Laylor
	0478 xxx xxx

	Chief Warden
	David Hands
	0411 xxx xxx

	Volunteer Coordinator
	Sarah Tiff
	0415 xxx xxx

	VIP Host
	Meg Tiff
	0452 xxx xxx

	Media Management
	Meg Tiff
	0425 xxx xxx

	Stage Production
	Josh Gross
	0418 xxx xxx

	Race Director
	Lara Lane
	0415 xxx xxx

	

	CONTRACTORS AND SUPPLIERS

	SERVICE
	COMPANY NAME
	STAFF
	PHONE NO.

	Traffic Management
	Stop Traffic  
	Fred Sign
	0415 xxx xxx

	Fencing
	AFF
	Sarah Wire
	0425 xxx xxx

	Portable Toilets
	Dunniroos
	Sam Flush
	0485 xxx xxx

	Marquee Hire
	Tents Australia
	Fred Pole 
	0485 xxx xxx

	Cleaners
	Clean Site
	Sara Spring
	0415 xxx xxx

	Waste Hire
	Go Aways
	Dave Dert
	0425 xxx xxx

	Electrician
	Sparky Time
	Eric Tass
	0417 xxx xxx

	Staging
	On Stage Events
	Tim Todd
	0487 xxx xxx

	Mechanical Rides
	Spin Around
	Alvie Marks
	0528 xxx xxx

	Fire Extinguishers
	Bramfords
	David Door
	0428 xxx xxx

	Security 
	Secure Event
	Jane Nece
	0452 xxx xxx

	Shipping Containers
	Ships Australia
	Doug Poon
	0428 xxx xxx

	Fire Extinguishers arrive
	No Fire 
	Heath Mades
	0428 xxx xxx

	First Aid
	St Johns Ambulance
	Jess Lance
	0425 xxx xxx

	

	FOOD VENDORS

	NAME OF BUSINESS
	LOCATION ON SITE MAP
	NAME 
	PHONE NO

	Sammy’s Sausages
	FV1
	Sam Snake
	0428 xxx xxx

	Jane’s Juices
	FV2
	Jane Hare
	0452 xxx xxx

	Laurie’s Lollies
	FV3
	Laurie Lake
	0428 xxx xxx

	Bills Bar and Bistro
	FV3
	Bill Lion
	0428 xxx xxx


