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Gallery Administrator - Marketing 

Organisation : Arts Project Australia 
Location : Melbourne (Northcote) 
Work type : 6 month fixed term with a view to continue 
Sector : Arts & Culture 
Salary type : Contract salary 
Days :  2019 - Monday to Wednesday 9am-5pm, Saturday 9.30am-3.45pm  

2020 - Wednesday to Friday 9am-5pm, Saturday 9.30am-3.45pm  
(out of hours and additional hours required at event and busy times) 

Applications close : 11.59pm on Sunday 3 November 2019  
Applications emailed to : Sim Luttin, Curator & Gallery Manager at sim.luttin@artsproject.org.au 
Interviews : Will take place Thursday 7 November 2019 
Start date : Two weeks after offer or immediately if feasible 

ABOUT THE ROLE 

Arts Project Australia is seeking a GALLERY ADMINISTRATOR - MARKETING. This role is primarily 
responsible for providing exceptional organisational, communications and marketing support to the 
Arts Project gallery and business services. This role assists with Arts Project gallery and reception 
administration, sales, image licensing as well as marketing, publicity and event coordination 
(including after hours and weekends) under the direction of the Curator & Gallery Manager. The role 
is a split front of house and office position, and we are seeking a highly motivated, energetic and 
hardworking individual who thrives in a small collaborative team environment. 

KEY SELECTION CRITERIA 

• Certificate level qualifications in arts administration or equivalent professional experience. 
• Experience compiling and disseminating organisation communications and gallery materials. 
• Confident in entering artists in art prizes and awards and to coordinate delivery and collection of 

artworks successfully entered. 
• Ability to work nights, weekends, interstate and extended hours as required. 
• Capacity to be flexible and embrace change in a dynamic work environment. 
• Exceptional organisational skills and ability to prioritise tasks in line with organisational goals. 
• Demonstrates high-level customer service, oral and written communication skills. 
• Demonstrates excellent attention to detail, accuracy and work aptitude. 
• Demonstrates strong computer literacy skills including WordPress, Microsoft Office Products 

(e.g. Word, Excel, Outlook), Web browsers and applications (e.g. Google) and databases (e.g. 
Salesforce) and Adobe Photoshop. 

• Communicates effectively with a diverse range of people. 
• Ability to work effectively and efficiently both one-on-one as well as in a team.  
• Current satisfactory police check, working with children check and DWES check.  
• Provides contact details of two professional referees. 
• Current Driver’s License. 
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ABOUT THE ORGANISATION 

Arts Project Australia is a creative social enterprise that supports artists with intellectual disabilities, 
promotes their work and advocates their inclusion in contemporary art practice. Since its inception 
in 1974, Arts Project has aimed high and built a reputation both in Australia and internationally for 
its philosophy to support many talented, skilled and passionate artists and raise the visibility of the 
outstanding work that they produce in Melbourne. The proof of our endeavours lies in the 
consistency and quality of exhibitions and programs we deliver, and the opportunities and 
experiences we broker for our artists. Arts Project artists are included in exhibitions all over the 
world and are represented in countless public and private collections. 
 

OUR MANIFESTO 

We march to the beat of our own drum and map our own future.  

Fuelled by an unwavering belief in our artists, we’re buoyed by the creativity and authenticity that 
exists in our space and heartened by those who delight in sharing in it. 

We believe that art is serious but making it can be fun. 

That individual creativity triumphs over conformity, and divergent voices make life much more 
interesting. 

That art is about revealing ourselves and creating meaningful connections – between artists, staff 
artists and art lovers. 

Our experience will always be shared, our knowledge passed on, and our studio bound by creativity, 
integrity and generosity in equal measure. 

We believe in making a mark that matters 

We believe in art as it should be. 

Original. Unapologetic. True. And joyful in the making. 

 

 

 

 

 

 

 

 

 

 

 


