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2024 Asia-Pacific Week Handover – Content 

2024 Asia-Pacific Week Content Coordinator  

  

Hannah Heewon Seo (u7165386) Vivien Deng (u6624365) 

 

Part One: Portfolio Overview 

Role Description 

The Content Coordinators are responsible for organising Asia Pacific Week’s academic panels. For the 
five (which could be changed every year) panels of 2024, they select these panel topics, their content, and 
their moderators and speakers. The academic experts aim to provoke discussion on issues related to Asia 
and the Pacific and the various themes that they decide to narrow down. 

Responsibility 

The main responsibility of the Content Coordinator is to organise the panels, including: 

● Choose panel themes and titles  
● Search for panellists - moderator/speakers of each panel 
● Manage communication and coordination as the first point of contact  
● Collect panellist information such as their bio, profile photo (for Media & Marketing team), and 

speech topic for the panel  
● Arrange parking permits for non-ANU speakers (with director) and gift packs for all panellists 
● Facilitate the panel during the conference  
● Engage with panellists at the lunch, afternoon tea and Gala Dinner + (after APW, with thank you 

email) 

2024 Panel Themes and titles (when/in charge)  

● “Tackling Climate Change: The future of the fossil fuel industry and clean energy transition” 
○ (Day 1 Afternoon (1:30-3:30PM) / Hannah)   

● "Exploring identities: intersections of gender, sexuality and society"  
○ (Day 2 Morning (10-12PM) / Vivien) 

● "Strengthening the region: security in the Pacific" 
○ (Day 3 Morning/ Vivien) 
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● “Deepening engagement: 2024 ASEAN-Australia Special Summit” 
○ (Day 3 Afternoon/ Hannah) 

● "Diversifying and unifying voices: youth representation and change-making" 
○ (Day 4 Morning/ Vivien)  

Things that we did differently in 2024 compared to 2023 

● We tried to engage more experts from diverse backgrounds such as think tanks (ASPI), other 
universities (University of Canberra), and independent researchers.  

● We cut down the number of panels and extended each panel from 60 min to 120 min instead 
○ For more details, check the ‘2024 APW Panel Runsheet’ link below 

● We included 10 mins at the start of the panel (opening remarks) for the moderator to cover the 
topic of the discussion as well as the introduction of speakers. 

● For the social media post, we asked all panellists for their bio (100-200 words) to be included in 
their introductions (name + photo + bio)  

● We also asked the attendance for the lunch (for the panellists in the morning session) and 
afternoon tea (for the panellists in the aftermoon session) - let Logistics team know in advance 

● Panellists were welcome to attend different panels - just ask/let your convenors and director know 
in advance.  

 

Part Two: Potential Contacts 

Potential speaker list  

This is the list of experts who unfortunately could not attend APW 2024 but showed their willingness to 
participate in the future:  

Name  APW  
in the past? 

Bio Panel 

Professor Evelyn Goh  ex-APW speaker 
(2023) 

https://seasiainstitute.anu.edu.au/people/evel
yn-goh-fba-fassa 

ASEAN  

Dr Maria Tanyag  ex-APW speaker https://researchprofiles.anu.edu.au/en/persons
/maria-tanyag 

Dr Nicholas Chan  ex-APW speaker 
(2023) 

https://malaysiainstitute.anu.edu.au/people/ni
cholas-chan 

Nick Cheesman   https://seasiainstitute.anu.edu.au/node/87662 

Dr Gatra Priyandita  ex-APW delegate https://www.aspi.org.au/bio/gatra-priyandita 

https://researchprofiles.anu.edu.au/en/persons/maria-tanyag
https://researchprofiles.anu.edu.au/en/persons/maria-tanyag
https://seasiainstitute.anu.edu.au/node/87662
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Dr Ying Xin Show ex-APW speaker https://researchprofiles.anu.edu.au/en/persons
/yingxin-show 

Gender 
& 

Sexuality 

Dr Janit Feangfu ex-APW speaker https://researchprofiles.anu.edu.au/en/persons
/janit-feangfu 

Professor Simon 
Avenell 

 https://researchprofiles.anu.edu.au/en/persons
/simon-avenell 

Professor Ari Heinrich  https://researchprofiles.anu.edu.au/en/persons
/%E9%9F%93%E4%BE%9D%E8%96%87-
heinrich 

Ms Rania Teguh   Youth 

 

Part Three: Weekly Timeline 

2024 Content Coordinator Timeline  

START OF SEMESTER (TERM 1) 

Week 1 ● Decide weekly meeting time  
○ We suggest once a week and before the committee meeting time 

Week 2 ● Brainstorm Panel Themes 
○ Have 10+ potential topics to choose from  

Week 3 
 

● Finalise Panel Theme 
● Decide the number of panellists (4 or 5 people per panel: speakers (3-4) and 

moderator (1)).  
● Write email template with necessary information (Date, Theme, Topics, 

their role)  
○ It can be done once APW has the final dates (3-day or 4-day 

conference? Scheduling panels around Special Projects?) 

Week 4 ● Research panellists and moderators + backups  
○ Have 10+ potential contacts ready for each panel 



Hannah Heewon Seo (u7165386) & Vivien Deng (u6624365) 

4 

● Decide panellists and moderators 

Week 5-6 ● Decide on panellists and inform Convenors and Director for the updates  
● Contact - Send emails asking panellists and moderators  

○ Note rejections, and consult backup list.  
○ Be prepared to send backup emails 

END OF TERM 1 

Teaching 
Week 1 &2 

● Contact (continued)  

START OF TERM 2 

Week 7-9 ● Finalise the list of panels  
● Send confirmation emails with the final list & panel brief + Asking 

panellists to prepare: 
○ Inform the confirmed speakers of who else will be on their panel, 

as they will want to know their expertise in the context of the other 
panellists 

○ Ask all panellists for: 
■ Short bio (100-200 words) & profile photo  

● Inform Media & Marketing team for social media 
post  

■ RSVP for Gala Dinner attendance & dietary requirements 
● Inform Logistics team  

○ Ask all speakers to send their topics as soon as possible 
○ Ask Non-ANU panellist if they need parking permits  

■ Name, the date of panel, their car licence plates 
■ confirm with Director about permit application process 

Week 10-12 ● (Once the panel list is confirmed) Create Run Sheets 
○ Structure of the panel (pre/during/after panel) 

● Meet with moderator  
○ Go through speakers’ topics and draft detailed Run Sheet for panels 
○ Help moderator with the direction of panel discussion  

● Confirm AV/Tech requirements & bookings  
○ Arrange with Logistics team 
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END OF SEMESTER (TERM 2) 

Exam Period  
Week 1 

● Discuss logistics for the panels 
○ Make PowerPoint template for 2024 APW in collaboration with 

Media & Marketing team 
● Ask Director about parking permits (who will organise them, coordination 

with Special Projects team guests etc.) 

Exam Period  
Week 2 

● Send final logistics emails to all the panellists so they are reminded of [3rd 
of June for 2024 APW]:  

1. Run Sheet 
2. APW & CAP Media Consent forms (important)  

■ Arrange this with CAP, your Convenors, Director, and 
Media & Marketing team.  

3. Slides deadline reminder [10th of June for 2024 APW] 
4. Parking permit info 

■ Ask and arrange this with the Director 
5. APW draft program 

■ Mention other panels - say feel free to join 
6. Gala Dinner details 

■ 20th of June, 6-9PM @ Ovolo Nishi 
■ Dress code: Cocktail 

Exam Period  
Week 3 

● Receive Slides [10th of June for 2024 APW] 
○ Merge into one PowerPoint for each panel 

■ To save closing & opening files during the panel 
■ Double-check for audiovisual & animated content, as well 

as formatting, that may not merge well 
● Submit Handover Document [11th of June for 2024 APW] 
● Prepare Packing Day [14th of June for 2024 APW] 

○ More details in the ‘Part Key Action’ below  

Conference 
Week 

● Facilitate the panels [17th-20th of June for 2024 APW] 
○ Greet each panellist as they arrive 
○ Show them the tech - how the microphone works, how the 

PowerPoint will run 
○ Introduce each panel 
○ Take notes during the panel 
○ After the panel, thank the panellists for their time and give them 

their gifts 
○ If panellists are staying for morning tea/lunch/afternoon tea, ensure 

they are comfortable 
○ Pack up the lecture theatre at the end of the conference 
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Post-
Conference 
Week 

● Send an email, thanking panelists and moderators  
○ With the photo you taken during the APW  
○ Mention/encourage them to post it on their social media)  

 
Part Four: Key Actions 

Key Actions  Notes Proposed 
Deadlines 

Choose Panel 
themes 

 

● Brainstorm around 10 potential themes 
○ Some can be region-specific, however make 

sure the panels are equal in terms of 
representing both Asia and the Pacific 

Week 1-3 

Search 
moderators and 

panellists 
 

● Contact potential moderatros and speakers. 
○ We suggest to choose ANU academics for the 

moderators for the efficient communication as 
well as feedback from convenors or committee 
member who have taken in their course 
before! 

● Confirm date and time of event with all panellists. 

Week 4-10 
 (The sooner, the 

better) 
 

AFTER PANELLISTS ARE FINALISED 

Communicate 
with Panellists 

 

● Once the panellists are finalised, send panel briefs with 
info about fellow moderator and speakers, as well as 
tasks to do  

○ Ask for questions and checking in before the 
conference 

○ Reply efficiently 

Ongoing 

Collect topic (for 
speakers) 

● Ask speakers to send draft topic 
○ It can be changed/ more detailed closer to the 

conference date 

After panellists are 
finalised  

Collect bios 
and headshots 

(for all panellist 
s) 

● Reach out to each moderator and panellist requesting a 
short bio (max. 100 words) and headshot for Media & 
Marketing team 

Collect slides - 
optional (for all 

panellists) 

● Ask if panellists want to use slides 
○ If so, ask them to send it before the conference 

to merge together  
○ Ask Media & Marketing team if they can make 

an APW slides template  

Organise 
parking for 

speakers/VIPs 

● Ask panellists about their attendance to: 
1. Lunch/afternoon tea  
2. The Gala Dinner  
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○ Note any dietary requirements 

Organise 
parking for 

speakers/VIPs 

● If any speakers are not from ANU, reach out to them 
asking if they require a parking permit 

○ If so, organise permits with the Director  

Create panel 
brief  

● Create Run Sheet for the meeting with the moderator 
○ Send it closer to the conference date 

After topics from 
speakers are 

received 

CONFERENCE PREPARATION 

Facilitate the 
panel during the 

conference 
 

● Coordinate with Committee to organise banners with 
CAP, asking: 

○ CAP General Manager (Priority) 
■ cap.gm@anu.edu.au 

○ CAP Dean EA  
■ cap.dean.ea@anu.edu.au 

● Source a water jug and glasses 
○ Ask your convenors whether their department 

has it.  
● Create a powerpoint for the background of each panel 

in collaboration with Media & Marketing team  
● As Content Coordinators, you will introduce the panel. 

Make sure to include: 
○ Acknowledgement of Country 
○ Content warnings if the panel might discuss 

sensitive themes 
○ Respectful discussion 
○ Moderator (or speaker) introduction and hand 

over to him/her  
● Have someone from the committee ready to take a 

group photo of the panellists either before or after the 
panel 

○ with Media & Marketing team 

Few weeks prior to 
and during 

the Conference 
(Week 11~) 

Preparing for 
the panels 
during the 

Packing Day 

● Make cue cards for the moderators with panellists titles 
● Purchase coffee vouchers [$10 in each card for APW 

2024] 
○ with Deputy Director (Finance)  
○ The Gods Cafe (Ground Level, Hedley Bull 

Building)  
○ Or other option could be Savoir French (ex- 

La Baguette (Arts & Design Building)) 
● Make Gift pack for the panellists 

○ APW Merch (Mug, tote bag, pens (CAP), 
stickers), coffee voucher, and thank you notes 

○ Ensure handwritten thank you notes and gifts 

Packing Day  

mailto:cap.gm@anu.edu.au
mailto:cap.dean.ea@anu.edu.au
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are ready to be handed to speakers once the 
panel has ended. 

● Print extra Media Consent forms 
○ Just in case for the panellists who did not 

reply. 
● Arrange the lecture theatre room 

○ Chairs and a table for the panellists 
○ Water jugs and mugs  

● Organise a tech demonstration  
○ with the CAP IT team and Logistics team 
○ Check panellists’ slides run smoothly 
○ Ask for CAP IT team contacts in case of 

emergency 
○ Bring USB for the slides 

● Place APW and CAP banners in the lecture theatre 

 
Part Five: Reference materials 

● 2024 APW Panel list 
●  2024 APW Panel Runsheet.docx 
● Email Template 
● Panel Opening/Closing Script 

 

Part Six: Recommendations 

Panel Themes: 

● (Highly recommend to) Have one (or more) panel themes relevant to your year's event! 
○ In our case, it was the ASEAN panel about ASEAN-Australia Speacial Summit 2024  

● Also consider the broad and generic topic that can engage delegates from different backgrounds 
○ In our case, they were the Climate Change and Youth panels  

Panellists:  

● Make the most of use of: 
○ Informal networks of convenors and committee members 
○ Recent ANU events for ANU panellists 
○ LinkedIn for non-ANU panellists, especially think tanks 

● If there is a recent publication by the potential moderator/speaker, have a read and decide whether 
he/she would be a good fit. 

● Email academics as soon as possible. Be mindful that many of them will be on leave or doing 
research elsewhere during the semester break 

● Keep in mind that academics tend to do things at the last minute, including replying to emails -  
don’t expect them to be very adherent to deadlines (some replied more than 3 weeks after the 
initial email) 

https://docs.google.com/spreadsheets/d/1t5KDTJJj70_SwQkaS9gy81lhFo7kgMsq6vm4zZlvq4A/edit?usp=sharing
https://docs.google.com/document/d/12TCpeG9yYfk3g-_LE3hH5pL47KBC6HyZ/edit?usp=sharing&ouid=118171640540529549380&rtpof=true&sd=true
https://drive.google.com/drive/folders/1XKnxH_7hFJccfXsK81OkKn7cQC3I1TP2?usp=drive_link
https://docs.google.com/document/d/1oY0fVuliRMmTpG0RHF_44OgR1kjvya1ERnK93ukPrXw/edit
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○ Follow-up emails are often more effective at getting a response 
● Consider gender balances for the panellists  
● Once you are done with finalising panellists, meet the moderator in advance to be sure that they 

are on the same page and check whether they have any questions (especially the ones who never 
participated in APW before!) 

Challenges  

● If you are having a difficulty finding guests, ask convenors and committee members for 
suggestions.  

● Identify as many potential panellists as possible and make lists for first/second round of contact - 
just in case someone drops out.  

● Be prepared for panellists to not always reply to urgent emails by our deadlines (e.g. RSVPs for 
Gala Dinner), and keep communicating with Committee about it.  

● Be aware of your budget - APW is unlikely able to reimburse travel costs for panellists from 
outside of ANU (international, interstate, or even within Canberra).  

Message from us!   

It is such an amazing opportunity to be responsible for an academic part of the APW. Hope you make the 
most of it and most importantly, enjoy the journey! 


