Position Description, Regional Arts Victoria, Performing Arts Markets Coordinator, Performing Arts Touring, Jan 2012
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	Regional Arts Victoria

Performing Arts Markets Coordinator



Position Description

	Role: 
	Performing Arts Markets Coordinator

	Tenure: 
	Contract position with flexible hours. Part time through February/March moving into full time during March through May.

	Contract Fee: 
	Commensurate with previous experience

	Current Status: 
	This is a new position 


Regional Arts Victoria

Regional Arts Victoria (RAV) is the peak Victorian agency resourcing and supporting contemporary and innovative regional cultural practice. Our programs are founded on the principle that a well-networked and well-supported Victorian arts industry will allow cultural activity to flourish in communities of all sizes, including outer metropolitan, regional and remote communities. 

Performing Arts Touring
Regional Arts Victoria’s touring program has over forty years’ experience in touring artistic works to venues throughout Victoria and Australia. The Performing Arts Touring program works in partnership with key stakeholders to develop and deliver cost-effective performing and multi-disciplinary arts tours of diverse artistic works.
This year RAV’s Performing Arts Touring Department will host two important Performing Arts Market events: the Blue Heeler Long Paddock National Touring Forum and the Showcase Victoria State Touring Forum. We are seeking a skilled event/production manager to assist with the delivery of both these market place events.

Blue Heeler Long Paddock Touring Forum (April 3rd and 4th)
Long Paddock is convened twice yearly by the Blue Heeler network of Touring Coordinators. The event brings Producers and Presenters of the Performing Arts from all around Australia together to generate national tours. Presenters attend to see a range of work that they may wish to program in their venues. Producers attend to promote their productions or to meet Presenters and other Producers.

Showcase Victoria (May 28th and 29th)
Showcase Victoria is the annual event bringing Producers and Presenters together to build relationships and to foster discussions about performing arts touring throughout Victoria.  Producers are invited to ‘pitch’ their work to Presenters, who in turn build their annual programs around the productions being showcased.

Showcase is presented by the Victorian Association of Performing Arts Centres (VAPAC) and Regional Arts Victoria.
1. 
Purpose of the Role

The key purpose of the Performing Arts Markets Coordinator role is to deliver all aspects of these two events, including administrative, technical, logistic, communications and stakeholder liaison, in consultation with the Performing Arts Touring Department Manager.
2.
Position Objectives and Responsibilities
· To supervise the delivery of the Blue Heeler Long Paddock National Touring Forum and Showcase Victoria in accordance with budgetary requirements and constraints and in consultation with the Program Manager.

· To arrange Conference Program and delegate registration.
· To arrange venue preparations including scheduling, technical planning and catering.
· To arrange the production of event print materials included the event menus, show- bags and name tags.

· To manage volunteer workload in the lead up to and during the events.

· To compile and test event presentation material including digital presentations, video and audio.
· To communicate with Producers and Presenters and other delegates about event timelines and registration process.
· Using standard templates, develop, distribute and manage event related agreements.
· Construct, maintain and distribute detailed event schedules and prompt cue sheets.
· Day to day management of event income and expenditure according to established budgets and contracts.

· Conduct pre-event venue and stakeholder meetings as required.
· Collect, collate and report event delegate feedback.
4.
Organisational Relationships

	Reports to
	Manager, Performing Arts Touring and Convener, Blue Heeler Network 

	Works closely with
	The Blue Heeler Network, venue associations including APACA and VAPAC

	Reporting staff
	RAV will recruit volunteers to assist with event management and admin tasks

	Internal
	RAV Director, RAV Performing Arts Touring Dept. Manager and Coordinators, RAV’s Marketing Officer and Administrative Officer

	External
	The Blue Heeler Network, Victorian and interstate producers, artists, agents, presenters and programmers, performing arts touring staff in other states, Showcase Victoria and Long Paddock delegates, State and Federal arts funding bodies, other arts organisations, RAV Affiliated Groups


5.
Key Selection Criteria

· High level of experience in event/production management, venue or company management, production management or technical operations.

· Strong organisational skills and a high level of attention to detail.
· Ability to meet tight deadlines and prioritise workload.
· Excellent written and verbal communication and presentation skills.
· Problem solving, negotiation and conflict resolution skills.
· Computer literacy including experience Microsoft Excel, PowerPoint, and other industry standard programs such as the Adobe Creative Suite.
· Knowledge and understanding of performing arts practice in regional Victoria and/or Australia.
· An understanding of the regulatory environment in relation to OH&S, risk management 
· Knowledge of relevant industry employment awards. 

· Experience in negotiating, contracting and managing partnerships

· Demonstrated ability to work with minimal supervision and direction to achieve desired results.
Applications will be received up to 5pm on Fri 3rd Feb 2012. You may email your application to kforbes@rav.net.au. 
Please provide a statement against the key selection criteria and current curriculum vitae, along with contact details for three referees. 

Please mark your application Private and Confidential and address it to Kane Forbes, Manager Performing Arts Touring, Regional Arts Victoria.
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