POSITION DESCRIPTION: ATG Site Coordinator

Volunteer Position: Average 5 - 8 hours per week

Supported by: ATG Reviewers Coordinator, Events & Development Manager
and 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 core business of the website is a regularly updated facility and communications with clients,
advertisers, theatre companies and theatre-goers is ongoing.

The Site Coordinator role coordinates the general administration of the website, liaising with all
departments to ensure the quality and reputation of the ATG is maintained at all times.

Position Duties:

e First point of call for customer enquiries and maintenance of main email address

info@theatreqguide.com.au

e Distribution of emails, correspondence and general contact to relevant departments where
applicable.

e Data entry/uploading of website content for listings including What's On, Reviews, Auditions,
Notices, etc in consultation (and supported by) the ATG Web Manager.

e Content, design and distribution of email updates to ATG mailing list (currently 500+
subscribers) on a regular basis including information about advertisers, what's on, events and
other relevant news.

e Administrative support to areas as available/requested — e.g. mail outs for events, awards
bookings, communications to staff, etc.

e Liaison with book keeper, maintenance of financial records according to tax requirements.

e Coordination of accounts payable and receivable.

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 Site 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 Strong computer skills, especially with email, Microsoft Office and if possible HTML code

and website maintenance (training can be provided).

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

e (Good attention to detail and time management skills.

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
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

o What skills or attributes you meet from the list above
e 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




