
 

 

 

 

 

 

Book Fair Australia 2022 

Hsing Yun Education Foundation Vendor Booth 

 

Volunteer Training Guidebook 
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GENERAL INFORMATION: 

Book Fair Australia 2022 – Hsing Yun Education Foundation 

Date 26 – 27th November 2022 (Sat & Sun) 

Time 10am To 6pm 

Venue 
Sydney Showground: Exhibition Hall 5 

1 Showground Rd, Sydney Olympic Park NSW 2127 

Booth Name Hsing Yun Education Foundation 

Booth Genre or Category Inspiration & Wellbeing 

Main Products Venerable Master Hsing Yun’s Books – Multilingual 

 

 

 

 

 

 

 

 

BOOK FAIR AUSTRALIA WEBPAGE:  

https://bookfairaustralia.com/  

 

 

 

 

 

 

 

https://www.google.com/maps/dir/?api=1&destination=Exhibition+Hall+5%2CSydney+Olympic+Park&destination_place_id=ChIJYwAQBrekEmsR0V4gMt9l1G4
https://bookfairaustralia.com/


 

 

 

CONTACT PERSON: 

 

Volunteer Role Title  Set up & Logistics 

Role Description and 
Details  

As mentioned in 2022 BFA HYEF Volunteer Job Description  

Supervisor’s Details  

  
Name: Venerable Miao Zhe  
  
Phone: 02 4272 0615  
  
Email: miaozhe@nantien.org.au  

  

Team Leader’s Details  

  
Name: Anne Zhang  
  
Phone: 0416 697 885  
  
Email: anne.zhang@hsingyunef.org.au  

  

 

  
  

 

Volunteer Role Title  Book Sales & Marketing & Cashier  

Role Description and 
Details  

As mentioned in 2022 BFA HYEF Volunteer Job Description  

Supervisor’s Details  

  
Name: Venerable Miao Zhe  
  
Phone: 02 4272 0615  
  
Email: miaozhe@nantien.org.au  

  

Team Leader’s Details  

  
Name: Xiaomeng Tian & Chia Yean Kee  
  
Phone: 0426 998 295 & 0421 279 091  
  
Email: xiaomeng.tian@hsingyunef.org.au & kee@hsingyunef.org.au    

  

 

  
 
 
 
 

https://hsingyunef.org.au/wp-content/uploads/2022/10/2022-BFA-HYEF-Volunteer-Job-Description.pdf
mailto:anne.zhang@hsingyunef.org.au
https://hsingyunef.org.au/wp-content/uploads/2022/10/2022-BFA-HYEF-Volunteer-Job-Description.pdf
mailto:xiaomeng.tian@hsingyunef.org.au
mailto:kee@hsingyunef.org.au


Volunteer Role Title In-booth Activities Assistance 

Role Description and 
Details 

As mentioned in 2022 BFA HYEF Volunteer Job Description 

Supervisor’s Details 

Name: Venerable Juefang  

Phone: 0402 961 252  

Email: juefang@hsingyunef.org.au 

Team Leader’s Details 

Name: Peihan Li 

Phone: 0420 587 677 

Email: peihan.li@hsingyunef.org.au 

https://hsingyunef.org.au/wp-content/uploads/2022/10/2022-BFA-HYEF-Volunteer-Job-Description.pdf
mailto:juefang@hsingyunef.org.au
mailto:peihan.li@hsingyunef.org.au


FINAL BOOTH LAYOUT: 



FINAL BOOTH LAYOUT: 

Book Sales & Marketing Corner



FINAL BOOTH LAYOUT: 

In-booth Activity Corner



VOLUNTEER NOTE – ATTIRE, UPON ARRIVAL 

1. ATTIRE: NTI T-shirt, Dark pants or Jeans, Comfortable Shoes

UPON ARRIVAL AT SYDNEY SHOWGROUND: 

2. Proceed to Exhibition Hall 5 - 1 Showground Rd, Sydney Olympic Park NSW 2127

3. Call Kee – 0421279091 or your Team Leader so that we can pick you up at the entrance with your
Exhibitor Pass

4. You DON’T HAVE TO buy the entrance ticket for yourself as HYEF has gotten it covered

5. Collect NTI T-Shirt, Exhibitor Pass, Parking Pre-paid Ticket (if applicable) from Kee

6. Get changed, and be ready to start the shift! :D



PARKING AT SYDNEY SHOWGROUND - P1 CARPARK: 





 

 

 

VOLUNTEER JOB DESCRIPTION: 
 

IN-BOOTH ACTIVITIES TEAM 
 

PLEASE REFER TO ON-SITE EXPLANATION. 
 

 
 
- IN-BOOTH ACTIVITIES BOARD -              - BOOKLET SAMPLE - 

 



 

 

VOLUNTEER JOB DESCRIPTION: 
 

BOOK SALES TEAM 
 

PLEASE REFER TO THE FOLLOWING DOCUMENTS: 
 

 

1. Full Book PPT List:  https://hsingyunef.org.au/wp-content/uploads/2022/11/2022-BFA-HYEF-Final-Book-List-with-Picture.pdf  

a. This list shows the book photo & book description 

b. It is to familiarise you with the book covers and to know what to introduce when people ask about 
the books 

 
 
 

https://hsingyunef.org.au/wp-content/uploads/2022/11/2022-BFA-HYEF-Final-Book-List-with-Picture.pdf


 

 

2. Full Book Excel List: https://hsingyunef.org.au/wp-content/uploads/2022/11/BFA-Book-Sales-Team-List.pdf  

 

a. This list has book Price, Quantity that we brought to BFA, Packing Box # and Language. 
b. We have 3 copies of this list (printed out) standby at the booth, so that you can flip through during 

every sale as reference 

 
 

c. COLUMN EXPLANATION: 
 

• LANGUAGE: 

As we have many books from different language, you can use the print-out list to know what language 
the book is in case someone asks 

 

• PRICE: 

You can check the book price here, or at the back of each display book 

 

https://hsingyunef.org.au/wp-content/uploads/2022/11/BFA-Book-Sales-Team-List.pdf


 

 

• PACKING BOX #: 

We have the stock boxes of our books hidden under each table and each stock box has a Box Label on 
it, as below:- 

 
 

• Please always take books from these stock boxes when sales happen, unless display book is the only 
stock we left with :D 



 

 

 
 

• AMOUNT & SOLD AMOUNT ON DAY 1 OR 2: 
 

 
 

o “Amount” shows how many books we brought to the fair 
 

o “Sold Amount on Day 1” (or Day 2) is to be completed by the Book Sales team whenever we sell a 
book, so that we can cross check the stock at the end of 1st day and the fair 
 

o We can use the “正” method to note the number of books sold :D 

 
 
 
 
 
 



 

 

VOLUNTEER JOB DESCRIPTION: 
 

MARKETING TEAM 
 

PLEASE REFER TO - 
 

2022 BFA HYEF MARKETING VOLUNTEER TRAINING GUIDE: 
 

https://hsingyunef.org.au/wp-content/uploads/2022/11/HYEF-Marketing-Volunteer-Training-Guide-2022-BFA.pdf  
 

INCLUDES THE MARKETING OF –  

 

•  
 

•  
 

•  
 

•  

 

https://hsingyunef.org.au/wp-content/uploads/2022/11/HYEF-Marketing-Volunteer-Training-Guide-2022-BFA.pdf


 

 

VOLUNTEER JOB DESCRIPTION: 
 

CASHIER 
 

No. Area Description 

1. Payment Method 
• Card – Top Priority 

• Cash 

2. Card Payment 

• No Surcharge for any type of card payment 

• Mastercard, VISA, Unionpay, AMEX 

• Terminal Machine 

 



 

 

3. Cash Payment 

• Cash bag - Hand carry 

• Make sure bag is with you at all time 

 

4. Pack books 

• Book Amount = 1 or 2 
o Give HYEF bookmark & stack of information paper 
o No Bag 

 

• Book Amount = 3 or > 3 
o 1 环保与心保 Recycle bag 

o Give HYEF bookmark & stack of information paper 

 

 

 



 

 

 

 
 

Here’s the end of your Volunteer Training!  
 

 
 Book Fair Australia 2022 – Hsing Yun Education Foundation Booth 

 
 

Thank you again for offering us your precious time and help! It is good to have you.        
 

有你真好        
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