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Glenworth Valley Services P/L ABN: 42 658 080 810 T/A Glenworth Valley Wilderness Adventures
___________________________________________________________________________________________________________
OUTDOOR ADVENTURE EXPERIENCES   |   CAMPING & ACCOMMODATION   |   AGISTMENT   |   EVENTS   

69 Cooks Rd, Glenworth Valley NSW 2250     p: 02 4375 1222     e: adventures@glenworth.com.au     www.glenworth.com.au
______________________________________________________________________________________________________________________
Thank you for enquiring about our casual or Part time Agistment Coordinator position at Glenworth Valley Wilderness Adventures (GVWA), Australia’s largest horse riding and wilderness adventure centre.
About Glenworth Valley 

GVWA is a 3000 acre, family owned, multi-award-winning business specialising in a diverse range of events and adventure tourism activities such as horse riding, kayaking, quad biking, abseiling, laser skirmish, outdoor education and corporate team building activities.  We also run a large campground, eco Villa’s and horse agistment services as well as our state of the art Valley Event Centre, where we host a range of events including weddings, corporate functions, team building etc. We have been in business for more than 50 years and employ a passionate team of 40 full time and approximately 100 part time and casual staff. Glenworth Valley is also home to the largest horse riding centre in the Southern hemisphere. 

Why do people love working at Glenworth Valley?

Employment at Glenworth Valley makes for a great lifestyle and ideal work environment due to the magnificent natural scenery, the fun and enjoyable services we offer and the amazing, friendly team of people you will be working with.  Glenworth Valley is located only 4 kilometres off the M1 Motorway via the Calga/Peats Ridge exit which is 15 minutes from Gosford. To familiarise yourself with the nature of our businesses, please visit www.glenworth.com.au
Purpose of the Role

Assist the Agistment Centre Manager and supervisor with daily operations of the horse agistment facility, ensuring safety, efficiency, and customer satisfaction. Oversee the care of 250 agistee horses and maintain equipment and facilities to a high standard in a caring and profitable environment.
Who are we looking for?

We are looking for a talented individual who possesses a wide variety of skills including sound horse knowledge and horse handling ability, excellent customer service skills, basic administration knowledge and an overall potential to grow into the requirements of this position. 

In return, we offer you the opportunity to join a high quality, well established business working in a satisfying, flexible and rewarding role. 

Due to the on call nature of working with horses in this role, the successful applicant will be required to either ideally live on site or within a reasonably close distance of the property, an onsite rental house (at renters expense) will be available for the successful applicant. Please be advised that Glenworth Valley is a non smoking work environment.  All applicants will be assessed using the list of key result areas in the position description.

Hours of Work
This role is being advertised as either a Casual or Permanent Part time (16 hour a week role).  

Flexible Work Arrangements

Due to the irregular nature of working with horses, the successful candidate will need to be flexible with their working hours due to seasonal variations in the workload, or due to very occasional, urgent after-hours horse medical issues etc., on the days you are rostered to be working.
Due to the additional feeding and rugging requirements of late Autumn, Winter and early Spring months, you may be required to work additional hours over your standard 16 hours per week. Any hours in excess of your approved 16 hours per week will be accrued and taken as paid Time in Lieu, or paid as an hourly rate for casuals. 
Daily hours are typically worked on a split shift basis, between approximately 8am and 5.30pm.
Remuneration 

Casual:  This position is offered at an hourly wage rate of $32.25 per hour for Monday to Saturday work, $45.15 for 
Sunday work and $70.95 for public holiday work including casual loading. 
Part time: This position is offered at an hourly wage rate of $26.18 per hour for Monday to Saturday work, $39.27 for 
Sunday work and $65.46 for public holiday work. Rates include paid personal leave and annual leave and includes and offsets any leave loading. 
All rates of pay are before tax and subject to superannuation, paid personal leave and annual leave. 

Other Income

For those wishing to increase their income and days of work there is a good range of additional opportunities that exist for the Agistment Centre Coordinator to work as a trail or lesson guide in the Horse riding operations of the business or to provide contract services directly to our agistment customers outside of your employment with Glenworth Valley.  
As an example, these may include teaching lessons, training and working horses, horse floating, buying and selling horses, catching service for farrier and vet appointments etc. All income earned from providing these contract services is separate and direct to you and in addition to your employment with Glenworth Valley. 
What to do next

Please complete the application form and return it with your resume ASAP via email to employment@glenworth.com.au, by mail or deliver it in person.  Please note that no interviews or further information will be provided on the day if you choose to deliver your application in person.

If your initial application is successful, we will contact you to arrange an interview. Once again, thank you for considering GVWA as your next employer.

Mia Lawler 

General Manager 



Position Description

Title:


Agistment Centre Coordinator
Reports to:

Agistment Centre Manager and Supervisor 
Supervises: 

NIL 
Hours: 
An average of 16 hours er week as either a casual or part time role. This role is subject to flexible working arrangements and seasonal fluctuations in workload. 
Breaks:


Casual-  

	Shift Duration
	Break Schedule 
	Paid or Unpaid 

	Less than 5-hours
	NIL 
	Any breaks taken will be unpaid 

	5 to 10-hour shift
	30-minute Lunch Rest Break
	20-minutes paid + 10-minutes unpaid 

	10+ hour shift 
	20-minute Rest Break 
	Paid 

	
	30-minute Lunch Rest Break 
	20-minutes paid + 10-minutes unpaid 


Part Time- Unpaid 30 minutes Lunch
Grade: 


Grade 3
Updated: 

May 2025  
GLENWORTH VALLEY WILLDERNESS ADVENTURES 

	Our Mission
	To Provide exceptional experiences sustainably by connecting people through our spectacular wilderness.



	Our Vision
	To be Australia’s leading provider of outstanding wilderness experiences.



	Purpose of the role
	Assist the Agistment Centre Manager and supervisor with daily operations of the horse agistment facility, ensuring safety, efficiency, and customer satisfaction. Oversee the care of 250 agistee horses and maintain equipment and facilities to a high standard in a caring and profitable environment.


Key Result Areas 
	Safety and Risk Management


	· Support the safe and compliant operation of the Agistment Centre by adhering to all Glenworth Valley policies, procedures, and relevant industry standards.

· Assist in monitoring safety practices across the agistment environment, including the use of helmets, arena protocols, traffic flow, management of dogs and loose horses, agister conduct, and biosecurity measures such as quarantine.

· Follow and support the implementation of Glenworth Valley’s risk management, first aid, emergency, and crisis response plans when required.

· Remain alert to potential hazards and proactively identify, report, and assist in mitigating risks associated with day-to-day activities.

· Where appropriate and directed, assist in reviewing incidents or injuries to help determine contributing factors and recommend ways to prevent future occurrences.

· Ensure all accidents and incidents are responded to promptly and that accurate records and reports are completed by the appropriate team member.

· Demonstrate and promote high safety standards at all times, setting a positive example for fellow staff and agisters through professional conduct and attention to detail.

· Carry out all tasks with a strong focus on safety, consistency, and care for both people and horses.

· 

	Customer Service & Sales


	· Deliver excellent customer service in a friendly, helpful, and professional manner that builds trust in Glenworth Valley’s agistment services and enhances overall customer satisfaction.

· Demonstrate a genuine passion for customer care within a clean, safe, and welcoming environment, reflecting Glenworth Valley’s reputation as a leading outdoor adventure and horse riding destination.

· Respond to agister questions, service requests, and concerns promptly and respectfully. Where required, escalate feedback, complaints, or more complex issues to the Agistment Centre Supervisor or Manager.

· Provide agisters with referrals to trusted professionals, such as farriers, trainers, and veterinarians, when requested.

· Build positive relationships with agisters through regular, proactive engagement and by seeking feedback individually and in group settings.

· Ensure feedback from agisters is communicated to the Manager and contribute suggestions for improving services, facilities, and customer experience.

· Represent the agistment centre professionally and help promote new business by responding to enquiries in a warm, informative, and efficient way.

· Meet with potential agisters to showcase the facilities, answer questions, and provide a positive first impression of the Glenworth Valley community.

· Assist with onboarding new agisters, including giving tours of the facilities, providing information packs, collecting documentation, completing agistment contracts, worming each new horse, and taking a photo of the horse and owner on arrival.

· Consistently uphold high standards of customer service, both in direct interactions with agisters and in behind-the-scenes tasks that contribute to their overall experience.



	Agistment operations and horse care


	· Support the Agistment Centre Supervisor with the daily coordination of all agistment-related activities, ensuring the smooth and efficient operation of the facility.

· Support team to become familiar with all horses on the property by encouraging the quick learning of names and identification through key distinguishing features.

· Monitor horses for signs of illness or injury, report concerns promptly, and assist with treatment as required, including administering oral medications, topical treatments, bandaging, or basic first aid.

· Offer guidance to agisters on general horse health and welfare, including nutrition, preventative care, and daily monitoring of individual horses' well-being.

· Coordinate horse arrivals and departures by updating handover documents, assisting with yarding arrangements, and supporting new horses' integration into the agistment environment.

· Provide basic emergency first aid to horses in urgent situations until the owner or veterinarian arrives, and stand in for owners if necessary during emergencies.

· Manage and carry out paddock movements as directed, including separating horses for individual turnout or owner requests and recording changes accurately.

· Ensure the Agistment Centre Manager is kept informed of all horse movements and updates to agister contact or care information.

· Assist in overseeing external contractors such as farriers, veterinarians, and instructors, and monitor their interaction with agisters and horses to ensure quality service and safety.

· Support the regular worming program by assisting with the administration of wormers to all horses every eight weeks.

· Fulfill daily responsibilities for feeding, watering, and rugging horses in line with established care plans.

· Provide supplementary hay feeding during winter months or as directed by the Supervisor or Manager.

· 

	Equipment and Facilities Management


	· Regularly clean, inspect, and maintain equipment to ensure it is safe, functional, and fit for purpose. Report any faults or wear that may pose safety risks.

· Help maintain a clean, well-presented, and professional environment across all agistment areas, including feed rooms, kitchens, tack sheds, yards, gardens, car parks, access roads, trails, and shared amenities.

· Ensure bathrooms are cleaned regularly and restocked with essential items such as toilet paper and soap.

· Routinely inspect fencing, gates, and essential infrastructure such as water troughs and automatic drinkers, identifying and reporting any damage or maintenance needs.

· Carry out minor repairs where capable, or assist in arranging prompt attention for more urgent or specialised maintenance tasks such as broken fences or faulty drinkers.

· 

	Administration 


	· Meet regularly with the Agistment Centre Manager (ACM) to plan and review weekly tasks, ensuring priorities are aligned and responsibilities are clearly communicated.

· Provide accurate and timely handovers to the team to support continuity of operations.

· Respond to enquiries and communications via mobile phone, social media, and email in a prompt, courteous, and professional manner.

· Keep the team informed of key updates, including horse arrivals and departures, paddock movements, changes to agister contact details, feed program adjustments, and requests for additional services.

· Ensure all new agistment contracts are completed accurately and submitted to the ACM as soon as practicable.

· Assist the ACM in the organisation and delivery of agistment-related events, including gymkhanas, clinics and social rides.

· Maintain a general understanding of administrative processes.




Position Qualities, Skills and General Requirements

	Key Behaviours
	Customer Focus – Anticipates and meets the needs of customers and responds in an appropriate manner. Demonstrates a personal commitment to identify customers' apparent and underlying needs and continually seeks to provide the highest quality service and product to all customers.

Communication Skills – Takes the initiative to communicate accurate, up to date plans and information to team members. Expresses thoughts clearly both verbally and in writing. Listens and understands others 

Planning and Organisation – Establishes a course of action for self and others to accomplish a specific goal. 

Evaluating and decision making – Weighs alternative courses of action and makes decisions that reflect factual information and are based on evidence, logic, reason, and fairness. 
Time Management – Manages a variety of responsibilities in a timely, efficient manner. Able to multitask and prioritise competing priorities.
Job Motivation – Maintains a high level of interest and enthusiasm for job responsibilities.  Has demonstrated record of being a self-starter and self-motivated. Takes pride in their work and has a proactive approach to presentation and maintenance. 


	Essential Qualities and Skills


	· Employment background working with horses and/or an extensive knowledge of caring for horses 

· All staff are required to obtain and keep current their own First Aid certificate and Working with Children Check
· Sound understanding of Microsoft suite of programs. 

· Current Drivers Licence 



	General Requirements


	· Your work will consist of a variety of standard daily duties and a multitude of unplanned tasks commonly associated with caring for such a large number of horses and customers ie horse injury and health related issues etc that arise on a day to day basis.  
· You will be required to supply a weekly activity statement of your hours worked.  

· Glenworth Valley is a non-smoking work environment

· Up to date first aid and working with children clearance certificate 

· Working as directed

· Able to ride or learn how to ride a motorcycle




