North Adelaide SA 5006
+618 8267 5111
carclew@carclew.org.au
carclew.com.au

- ABN 96 610 149 393

JOB AND PERSON SPECIFICATION

Program Coordinator, Creative Learning and

Title of Position:

Engagement
Remuneration: ASO3
Type of Appointment: Full Time
Term of contract: 2 years
Line Management: Creative Learning and Engagement Lead

About Us

Carclew is the home of youth arts and creativity. It connects all children and young people to
a world of creative possibilities, as artists, learners and audiences. As Australia’s largest multi-
artform cultural institution dedicated to children and young people, Carclew is a vital part of
Australia’s youth arts and arts sector.

Carclew, with a more than 50-year legacy, works to amplify and elevate the youth arts sector
across Adelaide, South Australia and nationally.

Carclew is a not-for-profit organisation incorporated under the Associations Incorporation Act
1985. Carclew is also a Public Authority under the Attorney General’'s Department and has a
role in disbursing State government funds through Carclew grant programs. The Minister
appoints the Chair of the Board and each of the Board members.

Through Carclew’s commitment to First Nations children, artists and communities, we aim to
ensure a safe spaceto learn and educate, inspire awareness and respect, and help to develop
the cultural leaders of tomorrow.

11 Jeffcott Street, Kaurna Country
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About the role

The Program Coordinator contributes to the successful delivery of Carclew’s programs,
projects and initiatives across the Creative Programs and Pathways. The role works
collaboratively across teams to coordinate the day-to-day delivery of programs, ensuring
participants, artists and creative practitioners, partners and stakeholders have positive and
well-supported experiences.

The position provides operational and administrative support across multiple programs and
initiatives and is responsible for coordinating logistics, artist and creative practitioner
engagement activities, participant communications, resources, reporting information and
program administration under general direction from the relevant Lead. The role contributes
to the delivery of organisational priorities rather than supporting a single program area and
may work across different programs, projects and creative pathway stages as organisational
needs evolve.

The Program Coordinator plays an important role in maintaining strong day-to-day
relationships with artists and creative practitioners, participants, schools, community
organisations and other stakeholders, while supporting programs to move from planning into
well-organised, engaging and high-quality activity within approved timelines, budgets and
organisational processes.

About You

You are an organised and proactive coordinator who enjoys bringing people, projects and
creative ideas together. You are passionate about supporting children and young people
through arts and cultural participation and enjoy working in collaborative and fast-paced
creative program delivery environments.

You are comfortable managing multiple priorities, coordinating activities and maintaining
strong relationships with a diverse range of stakeholders. You understand that successful
programs rely on strong planning, communication and attention to detail, and you enjoy
contributing to positive outcomes for participants, artists and communities. You bring curiosity,
initiative and creative problem-solving to the way programs are planned and delivered.

You are adaptable, resourceful and willing to support a broad range of activities across the
organisation.

Work Level Definition — Work Level (ASO3)

Work at this level requires previous experience and knowledge to undertake a range of
coordination, administrative and program support functions. Duties involve applying
judgement and organisational skills to support program delivery, stakeholder engagement and
operational activities.

The role works under general direction and contributes to the effective delivery of programs
and services through the application of established procedures, sound judgement and
effective relationship management.




Reporting / Working Relationships
The Program Coordinator reports to the Creative Learning and Engagement Lead.

The role works collaboratively with other Program Coordinators, pathway leads, artists and
creative practitioners, participants, arts organisations, schools, community organisations, local
government representatives, contractors and other stakeholders as required.

The position also works closely with Creative Programs and Pathways, Strategy and
Partnerships, Finance and Corporate Services, and external partners to support effective
program delivery.

Key accountabilities and functions

1. Program Delivery and Coordination

e Coordinate the day-to-day delivery of creative programs, projects and initiatives across
Carclew’s programs and pathways model

e Support planning and implementation of workshops, residencies, events, performances,

creative development opportunities and other activities

Coordinate participant registrations, communications and program logistics

Prepare program materials, resources and operational documentation

Contribute to creative program marketing and communications content

Assist with scheduling, bookings and coordination activities

Contribute to creating safe, engaging, creative and high-quality participant experiences

2. Artist and Stakeholder Engagement

e Coordinate artist and creative practitioner engagement activities including
communications, contracts, onboarding and logistics

e Support artist and creative practitioner engagement processes and in collaboration with
Leads and colleagues

e Maintain positive relationships with artists and creative practitioners and respond to
routine enquiries

e Build and maintain productive day-to-day relationships with schools, community
organisations, local councils, industry and other stakeholders

e Escalate complex stakeholder matters to the relevant Lead where required

3. Administration and Operational Support

e Process invoices, purchase orders and program-related expenditure in accordance with
organisational procedures

e Coordinate program activities within approved budgets, including tracking expenditure
and identifying budget pressures for review by the relevant Lead

e Purchase and coordinate materials, resources and supplies required for program
delivery

¢ Maintain accurate program records and documentation

e Support preparation of contracts, agreements and related documentation




Monitor shared inboxes, enquiries and administrative processes relevant to program
delivery
Contribute to operational planning and continuous improvement activities

4. Data, Evaluation and CRM Management

Maintain accurate participant, artist, creative practitioner and stakeholder information
within the CRM

Support collection and collation of program participation, evaluation and outcome data
Contribute information required for funding acquittals, reporting and evaluation activities
Assist with preparation of surveys, feedback collection and participant insights

Support organisational efforts to improve data quality and stakeholder engagement
practices

5. Team Contribution and Organisational Culture

Contribute positively to a collaborative, inclusive and child-safe organisational culture
Work flexibly across programs and initiatives as organisational priorities evolve
Share information, knowledge and insights across teams

Support organisational events and activities as required

Other duties as required




PERSON SPECIFICATION
Essential Requirements

Knowledge/Skills/Abilities/Personal Attributes

e Experience in program or project coordination, project administration, arts
administration, community engagement or a related role within the arts, cultural,
education or community sectors.

e Demonstrated ability to coordinate multiple activities, communications and competing
priorities simultaneously within approved budgets and timelines

e Strong organisational and administrative skills with excellent attention to detail

e Ability to build and maintain positive day-to-day relationships with artists, creative
practitioners, participants and stakeholders

o Well-developed written and verbal communication skills

e Ability to work collaboratively within a team environment

o Ability to work independently, show initiative and solve routine problems

e Commitment to supporting children and young people through arts and cultural
participation, with an understanding of youth arts participation and creative
development.

e Demonstrated commitment to child-safe, inclusive and culturally respectful practice

Desirable Requirements

e Experience working with First Nations artists, communities or organisations

e Experience using databases, CRM systems and digital collaboration tools

e Relevant tertiary qualification in arts administration, community development, education,
project management or a related discipline

Special Conditions

e The appointee will be required to provide a current Working with Children Check
(WWCC) and Responding to Risk of Harm, Abuse and Neglect — Education Care
(RRHAN-EC) certification.

e May be required to be rostered as the primary after-hours operational or security
contact, subject to prior agreement.

e Some out of hours work is required

e Driver's Licence essential.




