POSITION DESCRIPTION: ATG Reviewers Coordinator

Volunteer Position: Average 2 hours per week
Reports to/Supported by: ATG Site Coordinator & Web Manager
Summary

The Adelaide Theatre Guide is a non-profit volunteer organisation dedicated to promoting the
value of live theatre in South Australia.

Free promotional services are offered to all companies performing in Adelaide at
www.theatrequide.com.au including What's On listings, Audition notices, Reviews and more.

The ATG reviewer team endeavours to review as much of SA’s theatre/performing arts as possible
(over 95%) including major festivals such as the Adelaide Fringe, Adelaide Festival of Arts, Cabaret
Festival, Come Out, etc.

The Reviewers Coordinator role coordinates the reviewer team of approx 5 — 8 people in regards
to coverage and awards consideration.

Position Duties:

e Coordinate all issues concerning reviewers as applicable.

e Collate show details for review on a monthly basis and distribute to reviewer team.

e Collate availability of reviewer team each month and allocate reviewers to shows, providing
written confirmation and ensuring all shows are covered.

e Book reviewer comps for each show as required.

e Monitor delivery of reviews in a timely manner and ensure adherence to the writing guidelines
with follow up of reviewers as necessary.

e Edit and format reviews for inclusion on website.

e Collate awards consideration notes received from reviewer staff.

o Notify reviewer team of awards consideration and book additional tickets as required/available.

e Consult with other management staff on all issues affecting the reputation and integrity of the
ATG reviewer team including reviewer recruitment and policies.

e Optional: this role may also act as a reviewer if writing skills and theatre experience are

appropriate.



Skills & Attributes

It is essential that the Reviewers Coordinator has regular access to a computer and internet to
suitably undertake this role.

Anyone willing to commit to and maintain enthusiasm for the ideals of the ATG is welcome to
apply for this position; however any of the following attributes would be valuable to the role:

o Demonstrated interest/experience in arts management or administration.

e Interest in live theatre and/or the arts in general

e Experience/ability to liaise with a range of people from various backgrounds.

¢ Ability to meet deadlines and see a job through from beginning to end

e Excellent organisational and communication skills and effective attention to detail

e Access to email/competent computer skills including Microsoft Office
Application

Please apply in writing to:

steph@theatrequide.com.au OR
PO Box 10278, Adelaide BC, SA 5000

Please include details of the following:

e What interests you in this role

¢ What skills or attributes you meet from the list above
¢ What you envisage contributing to the ATG

e CV if appropriate

For questions or further information, please contact Steph on 0430 330 084 or emalil
steph@theatrequide.com.au




