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POSITION DESCRIPTION 
 
 

Position Title            Coordinator Theatre Communications 
 

Position No.              705 
 

Position Status        Temporary Full-Time (Until 9 Jan 2024) 
 

Business Unit           Arts and Culture 
 

Division                     Community and Culture 
 

Classification           Band 5 
 

Terms and conditions of employment are in accordance with the current 
 

Wellington Shire Council Enterprise Agreement 
 

Date Approved         February 2023 
 

Approved By            General Manager Community and Culture 
 

 

WELLINGTON SHIRE COUNCIL VALUES 
 

Cooperation              Working together, teamwork, collaboration and being solution-oriented. 
 

Integrity                     Acting with respect, honesty, reliability, trust, tolerance and understanding. 
 

Balance                     Demonstrating fairness, equity and flexibility. Consider work-life balance 
and balancing community needs against resources. 

 

Professionalism       Personal development and meaningful work, being competent, innovative 
and courageous, focus on excellence and continuous improvement. 

 
Sustainability  Going above and beyond to demonstrate commitment to leading 

sustainable practices and encouraging and supporting others to do the 
same. 

 

POSITION OBJECTIVE 
 

The Coordinator Theatre Communications coordinates the marketing initiatives for The Wedge 

and assists the team ensuring the smooth operation of the Centre. 
 

ORGANISATIONAL RELATIONSHIPS 
 

Reports to                 Performing Arts Director 
 

Supervises                NIL 
 

Internal Liaisons      All Council staff 

 

External Liaisons     Patrons, Hirers, Producers, Sponsors, Business Partners and    
Members of the theatre
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DELEGATIONS/AUTHORISATION 
 

This position has delegations / authorisation to exercise power as conferred by sections 11 and 47 of 
the Local Government Act 2020 and other legislation referred to in S6 Instrument of Delegation to 
Members of Council Staff, S7 Instrument of Sub-delegation by the Chief Executive Officer to staff or 
S11 Instrument of Appointment and Authorisation. 
 

 
QUALIFICATIONS, EXPERIENCE, SKILLS AND KNOWLEDGE 

Accountability and Extent of Authority 

• The coordination of marketing, communications and public relations. 

• Responsible for timely and accurate reports. 
• Authorised to requisition and approve goods and materials in accordance with approved 

budget and Council’s policies. 

 
Judgement and Decision Making 

 

• Ability to understand issues, deliberate outcomes and facilitate calm and unbiased issue 
resolution to acceptable levels. 

• Ability to work independently and with limited guidance. 
• Analytical and problem-solving skills, with ability to think laterally and manage competing 

priorities and commitments. 
• Ability to respond to enquiries from external and internal clients. 

• Capacity to priorities own workload. 
• Contribute to continuous development through identifying potential process initiatives 

and working with the team to assess and implement improvements. 
 

 
Specialist Knowledge and Skills 

 

• Ability to prepare media releases and other marketing documentation. 
• Ability in the use of various PC-based word processing, spreadsheets, database, 

graphic design and presentation software, e.g. Microsoft Office and Adobe 
InDesign. 

• Demonstrated experience in or an understanding of the performing arts industry. 

• Demonstrated understanding of financial, venue management and ticketing systems. 

• Knowledge of internal policies, EOD procedures and Cash handling. 

• Advanced skills in web content development and update content via a CMS or other 

applicable web software.  

• Demonstrated skill in developing and implementing online, print and emerging media  

• In-depth knowledge and understanding of online and social media platforms, their respective 

participants and best practices, and how each platform is appropriately deployed. 
 
 

Management Skills 
 

• The position holder must demonstrate the ability to manage time, set priorities, plan and 

organise his/her workload to facilitate the achievement of specific and set objectives in the 

most efficient manner.  

• Demonstrated ability to take initiative. 

• Ability to work effectively in team situations. 

• Supervision of casual and trainee staff. 

 

https://wellingtonsc.sharepoint.com/:b:/r/sites/Governance/Shared%20Documents/S6_-_Instrument_of_Delegation_by_Council_to_Members_of_Council_Staff_-_December__2018_.pdf?csf=1&web=1&e=Hs5UVt
https://wellingtonsc.sharepoint.com/sites/Governance/Shared%20Documents/S7_Instrument_of_Delegation_Maddock_Update_June_2019_-_Final.pdf
https://wellingtonsc.sharepoint.com/sites/Governance/SitePages/Instruments-of-Delegation.aspx?web=1
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Interpersonal Skills 
 

• Excellent written and verbal communication skills. 
• Demonstrated customer service skills. 

• Ability to understand and anticipate key stakeholders needs and expectations. 
• Demonstrated ability to clearly communicate and negotiate with patrons, hirers, 

sponsors, friends and colleagues. 
• Ensure the timely distribution of publicity, reports and other information as required. 

 

 

 

Qualifications and Experience 
 

• A tertiary qualification in marketing or similar (desirable) or experience working in a 
performing arts venue or an arts organisation. 

• Sound experience in maintaining web sites and digital content. 
• Demonstrated experience designing a range of marketing and promotional materials. 

 

 
The ability to obtain and maintain the following qualifications, registrations, certifications: 
 

• Working with Children Check  
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PEOPLE - RESPONSIBILITIES 

Developing people, assigning work, setting work environment, monitoring performance, 
developing own and team's accountabilities. 

 

• Encourage and maintain positive working relationships with all colleagues to 

ensure a professional and collaborative working environment. 

• Support colleagues and coordinator/supervisor as required to achieve overall team 

goals, Corporate Performance Indicators (CPIs), service levels and other targets. 

• Work in a manner that ensures adherence to Council policies and OH&S requirements incl. 
task analyses (if applicable). 

 

 

OPERATIONAL - RESPONSIBILITIES 

Developing technical knowledge, monitoring technical systems, managing stakeholder 
relationships. 

 

• Effectively see all tasks through to completion in line with individual CPIs, service levels 

and other targets. 

• Work within agreed plans, policies and processes including safe work practices. 

• Identify and report opportunities for increasing efficiency and/or effectiveness as per 
Wellington 

• Excellence to ensure continuous improvement. 

• Demonstrate a commitment to effective internal and external customer service. 

• Maintain currency of technical skills and knowledge to ensure work is performed as per 

the requirements of the role. 

• Maintain complete and accurate records of all work-related activities including 

documentation and administration as per the Councils records management policy and 

adherence to the written style guide. 
 
 

SCHEDULING - RESPONSIBILITIES 

Aligning strategy to team outputs preparing plans, reporting on performance against plans, 
managing budget, planning and allocating resources, scheduling team’s work. 

 

• Regularly monitor and report on work and activity progress against individual and 

team corporate performance indicators and project targets. 

• Understand the contribution of own work towards the achievement of team, business unit 

and strategic organisational goals. 

• Assist with emergency related functions, by mutual agreement, in the event that the Municipal 
Emergency Management Plan (MEMP) is enacted, including the provision of emergency 
response, relief and recovery services to the community. 
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POSITION SPECIFIC - RESPONSIBILITIES 
 

• Coordinate the development and implementation of event and venue-based 
marketing strategies to better promote The Wedge in accordance with CPIs. 

• Assist the Entertainment Centre Manager in the administration of the subscription season 
and events programmed by The Wedge in accordance with CPIs. 

• Coordinate Friends of the Theatre meetings and activities on behalf of the Entertainment 
Centre in accordance with CPIs. 

• Organise and host information nights, preparing support documentation / class notes for 
teachers and students in accordance with CPIs.  

• Manage all aspects of The Wedge’s website in accordance with Council policy. 

• Maintain, enhance and monitor social media channels, providing appropriate and timely, pro-

active and reactive content to patrons. 

• Coordinate the production, editing and distribution of all relevant publications, advertisements 

and promotional materials. 

• Assist with the development, maintenance and ongoing improvements of any apps, customer 
service portals, payment portals and other digital service enhancements through third party 
suppliers as required. 

• Support the development and implementation of communication and marketing strategies and 
for a range of integrated online and offline initiatives. 

• Manage a portfolio of existing sponsors ensuring relationships remain strong and actively 
follow-up new potential sponsors through face to face meetings. 

• Ensure all sponsors are acknowledged where needed throughout the season and on all 
relevant promotional material. 

• Devise and co-ordinate curriculum material including education kits and marketing 
emails/promotional material for teachers and students. 

• Liaise with educational institutions to promote activities and performances related to schools. 

• Develop and maintain positive and collaborative working relationships with staff at schools. 


