
 

Event Manager 2IC Job Description 
 

As the Event Manager 2IC you will be responsible for learning the role of the Event Manager, with the 
intention to support your department lead and take over the role in the case of the current Event 
Manager stepping down. As such, you will be working to support the Event Manager to complete their 
tasks and responsibilities, while also identifying areas for improvement and acting to further develop 
the resources available to the Event Manager.  

If you are interested in learning more about Event Management but are not ready to commit to a 2IC 
role we suggest you apply for the General Event Management Team (applications opening mid 
August, or reach out directly to express your interest at eventmanager@kiwiburn.com) to get a good 
feel for the responsibilities of the Event Manager. Additionally it is up to the discretion of the ExCom 
and Event Manager to determine if they will take on multiple 2ICs and who shall be the successor.  

Event Manager Job Description: 

The Event Manager has a two-fold responsibility, onsite they have overall responsibility for the event 
which involves liaising with contractors and onsite teams. They make sure the build projects stay on 
track and that all involved parties have the information they need to make Kiwiburn a success. They 
are also responsible in case of an emergency for carrying out Kiwiburns emergency response protocol 
in conjunction with Site Management and the events two appointed CIMS officers Paul Chaffe & 
Lauren Dance.. 

During the build period they hold morning tool box meetings with the onsite build teams, checking in 
on progress and assisting in anyways that are required. The build period can be stressful, a huge part 
of the Event Management structure is to bring morale! Smiles and silliness, celebration and 
recognition. We maintain safety standards while also keeping everybody connected. 

Year round the role is more project managerial. Planning timelines, helping with budgets, working with 
team leads to produce policies and documentation. EM will also act as an operations spokesperson 
for ExCom & Community. The Event Manager oversees the big picture making sure teams are 
communicating, keeping the project on track and supporting leads.  

Across the year, the Event Manager acts as an advisory and, if necessary, project manager to support 
Facilitators and their teams to develop their departments and resources. In this capacity they act to 
ensure that changes made within Departments are in the best interest of the Kiwiburn event and wider 
community. They also act as the operational spokesperson on the ExCom.  

 

Key Responsibilities (Assisting Event Management Lead in the following) 

●​ Have an accurate and ongoing understanding of the Memorandum of Understanding. 
●​ Maintain communication and information sharing according to Kiwiburn’s updated 

organizational structure. 
●​ Uphold the requirements of Burning Man Org. 
●​ Work in correlation with Kiwiburn team and support services to ensure the delivery of 

participant safety. 
●​ Available to support Site Management on-site 24/7. 
●​ Support and aid Site Management and Civil Defense in all on-site emergency breakdowns 

and stakeholder decisions.  
●​ Keep teams informed of any key decisions that affect them. 
●​ Maintain the eventmanager@Kiwiburn.com and email addresses checking weekly including 

emteam@kiwiburn.com . 
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●​ Deliver the annual Kiwiburn Event. 
●​ Liaise with External Services (police, council, security, water testing, neighbours, suppliers, 

land owners/farm workers, TMS, Marshalls Acoustics, wider Hunterville community 
connections). 

●​ Participate in ExCom online discussion groups and attend online meetings monthly.  
●​ Provide leadership and strategic direction for the Event Management and Sound Teams. 
●​ Ensure teams meet deadlines and key deliverables. 
●​ Ensure teams work together in a smooth and efficient manner, minimising and resolving 

conflict. 
●​ Consult with Team Leads and Facilitators within the Event Management Department and 

Kiwiburn Organisation on larger organisational issues prior to making decisions.  
●​ Ensure timeliness and responsiveness across all project work 
●​ Assist with the on-boarding of new Team Leads in conjunction with Volunteer Coordinator as 

per the onboarding process (email, welcome pack, face to face or phone queries).   
●​ Consult on department and team spending, including developing and working within budgets. 
●​ Project management 
●​ Consent compliance 
●​ Contract review 
●​ Team management 
●​ Find and train a 2IC in the running of the department 
●​ Write an afterburn document and collate your teams afterburn reports in a timely fashion. 
●​ Create a job manual or documentation, update asana so someone could run your department 

if you were unwell. 
●​ Take part in a peer review before the Summit each year. 
●​ Attend the Kiwiburn ExCom Summit and Team Lead Summit. 
●​ Participate in the Kiwiburn AGM 
●​ BRING MORAL, SMILES, ADMIRATION AND ARTIST SUPPORT BACK TO THE WIDER 

KIWIBURN COMMUNITY.  

Performance objectives 

●​ Monthly/weekly check ins with all team leads 
●​ Maintain budgets and order equipment 
●​ Maintain oversight of internal early entry numbers 
●​ Liaise with Infrastructure to make sure onsite needs are met 
●​ Meet with landowners, medics and council members 
●​ Update evacuation and on-site safety plans 
●​ Liaise with external services 
●​ Update JD’s and documents 
●​ Consult on contractor agreements 
●​ Oversee site manager documentation and delivery 
●​ Oversee safety onsite in the initial build period and work in conjunction with on-site safety 

teams to ensure that all of our legal and obligational safety requirements are met and upheld. 
●​ Ensure the agreements with the landowner/s are met and upheld. 
●​ Help organize and assist with community outreach and connection - yes. Including the 

community BBQ. 
●​ Ensure our wider Kiwiburn community and department leads feel heard, understood and 

supported in their roles. 

Working Relationships 

●​ ExCom members 
●​ Team Lead Facilitators  
●​ Contractors  
●​ External services 

 



 
●​ Stakeholders ie Land owner, council members  
●​ Onsite leads, Arts, Themecamps etc 
●​ Wider Kiwiburn Community  
●​ Burning Man Org 

 

Who to contact for support 

This can be a challenging role. As a future ExCom member you can approach your Event 
Management lead (Lauren) or Chair (Keri) to help of a specific team lead for technical help. Issues 
can be raised with the Event Manager or crew support human if you are not comfortable with your 
direct Lead and more volunteers can be assigned to your department by the crew facilitator if the 
workload is too much. 

Time Commitment 

●​ The Event Manager role involves an onsite commitment of 4 to 5 weeks, however as a 2IC 
you are expected to be onsite for 2-3 weeks, arriving two weeks prior to the event 
commencing.  

●​ February to June role involves 1-2 hours a week 
●​ June to Jan role can grow to 10 hours a week 
●​ Must be available to answer emails weekly year round, and twice weekly between September 

to January 
●​ Must be available post event to write Afterburn, complete a Peer Review and attend Summit 

Necessary Qualities, Knowledge and Experience 
●​ Familiarity with the various Kiwiburn teams and their functions. 
●​ Regular access to a computer and internet. 
●​ Able to work collaboratively in a team with integrity and respect. 
●​ Strong communication skills, especially in an online environment. 
●​ Time management – work planning and ability to stick to deadlines. 
●​ Flexibility and adaptability in a potentially fast changing environment. 
●​ Comfortable learning/using software. 
●​ Self directed learner. 
●​ Proven experience in high pressure situations 
●​ Effective stakeholder management. 

Desirable Qualities, Knowledge and Experience 
●​ Event management experience. 
●​ Prior leadership position within the Kiwiburn organisation preferred but determined on a case 

by case basis. 
●​ Previous experience managing a team of people with different workloads and priorities. 
●​ Existing relationship/s with Team Leads. 
●​ Project management experience. 
●​ Asana and G-suit capable 
●​ Understanding of Te Tiriti o Waitangi (Treaty of Waitangi)  

○​ Please read these links for more information if you are unsure; 
https://waitangitribunal.govt.nz/publications-and-resources/school-resources/treaty-pa

 

https://waitangitribunal.govt.nz/publications-and-resources/school-resources/treaty-past-and-present/section-3/


 
st-and-present/section-3/ 
https://waitangitribunal.govt.nz/treaty-of-waitangi/meaning-of-the-treaty/   

●​ Strong working knowledge of Google Docs and Asana 
 
 
ExCom Commitments 
As a future member of the ExCom you will be responsible for shaping Kiwiburns strategic vision and 
make decisions on behalf of the community. If you have not served on the board of a NFP before we 
suggest you read up on your responsibilities. . Your specific responsibilities include; 

●​ Attend meetings throughout the year.  
●​ Prepare for these meetings by reading the agenda and associated documents so that 

meetings can be as efficient as possible. 
●​ Keep all communications on course, in line with the Code of Conduct and community values. 

Any defamation will be recorded as an issue on your yearly review. You must answer emails 
and complete tasks in accordance to your job description and if you need to step back you 
need to notify Excom/EM Lead of this and the duration you will be away so we can sub in for 
you.  

 

Team Management 
!!!! SELF CARE !!!! 

The most important part of any Kiwiburn working team is - YOU!  

Your own mental and physical well being should be top priority at all times. We work in a high stress 
environment and it can be easy to fall into a heightened state of mind, please please make sure you 
have slept, eaten and hydrated before arriving to start your shift.  

Regular Check Ins 

As the Event Management Team you are responsible for ensuring that your co team (Site 
Management) are able to complete the tasks and responsibilities of their roles in the time required.  

This is a multifaceted task and includes; 

●​ Ensuring that team members have sufficient access to the resources and support they need 
to complete tasks 

●​ Casual check-ins with team members to ensure that they are emotionally, mentally, and 
physically well enough to complete their tasks 

●​ Supporting team members who require additional guidance, resources, and support. 
●​ Ensuring that team members work together in a smooth and efficient manner, minimising and 

resolving conflict. 
●​ Keeping team members informed of any key decisions and developments that affect them. 

 

Team Support and Conflict Resolution 

All team members, yourself included, may need extra support from outside of the team. At Kiwiburn 
this comes in the form of a full year Crew Support person, both on site and post event. They are 
available to liaise and support. 
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It’s natural to want to be able to be there for your team members at all times, but let’s be realistic - 
sometimes you just won’t have the emotional space to do that, and other times, they may not wish to 
talk with you directly.  

If any conflicts within the team arise and are unmanageable please see the Conflict Resolution Policy 
for further advice.  

External Stakeholders 
Consent Agreement Compliance 

In 2019 Kiwiburn was awarded a 10 year Resource Consent Agreement by the Rangitikei District 
Council to use the Hunterville site, commencing in 2020. This document outlines the responsibilities 
and requirements for Kiwiburn to operate each year.  

Key information from this agreement includes; 

●​ Maximum of 2500 people allowed at the event 
●​ Event is allowed to operate for 6 days 
●​ Includes a 3 week setup and 2 week pack down period 

○​ No more than 100 organisers may be onsite in the two weeks prior 
○​ No more than 400 organisers may be onsite in the week prior 
○​ No more than 40 organisers may be onsite for pack down 
○​ Any amplified music played during setup and pack down must meet the conditions on 

the Resource Consent Agreement for both monitoring and compliance 
●​ Approval for two burns to take place, in accordance with with Fire and Emergency New 

Zealand Act 2017 
●​ Ensure a Traffic Management Plan is prepared and submitted 1 month prior to the event that 

meets the NZTA and Council requirements. 
●​ Ensure an Operational Noise Management and Monitoring Plan is prepared and submitted 90 

days prior to the event which includes an Assessment of Environmental Noise report and 
meets the report’s recommendations. 

●​ Ensure a Health and Safety Plan is prepared and submitted by 1 December each year. 

 

Event Management and ExCom are responsible for ensuring that all of these documents are prepared 
and submitted on time. These teams are supported by the Chair and Secretary along with the 
Infrastructure Facilitator and Safety Facilitator to achieve this. 

The Sound Team is the direct responsibility of Event Management and Site Management, on-duty 
Sound Lead and the EM so we must ensure that they are able to meet the noise conditions listed in 
the Resource Consent Agreement. These are available for you to read under section 9.10, 19.0 of the 
Kiwiburn 2026 Resource Consent Agreement (O, P, Q, R, S, T, U, V, W, and X). 

Liability for Kiwiburn Event 
ExCom and Event Management members are overall responsible for running the Society and by 
default the annual Kiwiburn event. However, during the running of the event (start of build to end of 
pack down), the Event Manager and Site Manager are delegated authority for the running of the event 
itself. This delegation of authority is subject to guidelines that are agreed upon by ExCom and the 
Kiwiburn Chair. 

All potential liabilities of any decisions made on-site by Event Management and Site Management 
team are covered by Kiwiburn Insurances, with exception of the HSWA 2015 and personal injuries 
which are removed by the New Zealand ACC Act. 

 



 

Security: 

Our contracted Security team are briefed pre-event by Event Management, induction includes a site 
tour and introducing them to the appropriate team leads that they may be liaising with. They have 
accommodation just off-site and are available 24/7. 

Security is responsible for: 

●​ Managing the gate, ensuring that no one comes onto site after Gate hours  
●​ Assisting with removals of gate crashers and evictions 
●​ Supporting the movement of participants should an evacuation be required 

They are not responsible for/should not pay attention to: 

●​ Consumption of illicit substances 
●​ Engaging with participants 

If they see anything considered to be concerning or untoward, they should first request support from 
Rangers or the Site Manager using the proper radio protocols.  

Security Crews will be provided with: 

●​ Map of the site done by the Town Planners 
●​ Radios and radio protocol sheets 
●​ List of key radio handles and who to contact should they see anything that needs attention 

(Site Managers, Event Managers, Team,Rangers, Medics etc.) 

 

Communication Process 

As a member of the Event Management team, there is a chance you could be privy to sensitive and 
confidential information regarding the operations and management of the Kiwiburn Event. When 
communicating with ExCom members, EMT members, volunteers, external contractors, and those 
external to the Kiwiburn event, the EM needs to use a high standard of awareness around how 
specific topics are communicated. This is summarized in the Kiwiburn Organizational Structure.  

Put simply - confidentiality is extremely important and the misuse of information can be both 
catastrophic to participants of our event and the Kiwiburn organization itself. 

All confidential information is to be kept as such and all documentation is to be filed as per the Google 
Drive filing system which is newly introduced.  
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