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POSITION DESCRIPTION 
 

Position: Communications and Events Coordinator 
Contract: Part Time 0.4 FTE (2 day per week) until Dec 2023 
Reports to: Executive Director  
Location:  Work from home, some travel required 
Salary: $69,160 per annum pro rata + superannuation 

 
 
About VAPAC 
The Victorian Association of Performing Arts Centres (VAPAC) is the peak body representing 
performing arts venues across Victoria & Tasmania, playing a key role in developing and maintaining 
a vibrant and sustainable performing arts sector. 
 
VAPAC is a collaborative membership organisation representing performing arts venues and theatre 
professionals. With 80% of our member venues managed by local government and the remainder 
coming from the education and private sectors, VAPAC is an arts industry service organisation with a 
uniquely broad reach into the community. 
 
We represent a diverse range of performing arts venues and theatre professionals engaged in 
activities including: 

- the presentation of local and touring performing arts productions 
- new work commissioning and co-producing 
- community cultural development 
- commercial venue hire 
- festival delivery 
- non-arts events and functions such as meetings and conferences 
- theatre design  
- arts consultancy 

 
VAPAC is the lead presenting partner of Showcase Victoria, an annual multi-day event connecting 
performers with venues and audiences through a program of outstanding live performance. 
 
 
Position Purpose 
In collaboration with the Executive Director, the Communications and Events Coordinator will be 
responsible for delivering VAPAC’s program of in-person and online events, and will drive 
engagement with members and stakeholders through effective communications. The role will have a 
focus on event planning and delivery, as well as increasing cross-sector participation in VAPAC 
through raising the profile of the organisation.  
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Key Internal Relationships 
The Communications and Events Coordinator reports to the Executive Director, and works 
collaboratively with other staff/contractors as required. There are no direct reports for this position.  
 
Key External Relationships 
The Communication and Events Coordinator cultivates and maintains positive collaborative 
relationships with key stakeholders, including: 

- The VAPAC Executive Committee 
- VAPAC members 
- Key partner organisations 
- Arts media 
- Contractors and service providers supporting event delivery 

 
Key Accountabilities 

1. Communications 
In collaboration with the Executive Director: 

- Develop and implement the VAPAC Communications Strategy, increasing engagement from 
members and stakeholders through raising the profile of the organisation. 

- Create and distribute effective communications across VAPAC’s various channels including a 
monthly newsletter, social media platforms, etc; as well as maintaining the VAPAC website.  

- Maintain VAPAC’s member-only discussion forums.  
- Ensure that the VAPAC style-guide is maintained across all marketing and collateral 

produced.  
- Maintain VAPAC’s database of members and stakeholders.  

 
2. Event Planning and Delivery 

In collaboration with the Executive Director: 
- Plan and deliver VAPAC’s annual program of events including member meetings, Executive 

Committee meetings, online sessions, and other meetings as required. 
- Support the committees of the Technical Managers Network (TMN) and Box Office and 

Marketing Network (BOMnet) to ensure successful event delivery.  
- Liaise with venues and providers to coordinate event logistics including technical 

requirements, catering, bookings and contracts, and other arrangements as required.  
- Attend VAPAC events to coordinate logistics on the day.  

 
 
General information 

1. Hours of Work – This role is contracted at 0.4 FTE, or 15.2 hours per week. The exact days 
and hours worked are open to negotiation, with flexible working arrangements available. 
The role is required to work at VAPAC events, which will involve some out of hours work.  

2. Term – This position is offered until December 2023. 
3. Location – This position is work-from-home, with regular online and in-person meetings with 

the Executive Director and other stakeholders. Some travel for meetings and events will be 
required. Equipment will be supplied.  
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Selection Criteria 
Essential 

1. Demonstrated experience in marketing and communications within the creative and/or 
performing arts industries.  

2. Proficiency and experience in using WordPress, Mailchimp, social media and survey 
platforms.  

3. Advanced written communication skills, and experience in developing compelling 
communications content across various media.  

4. Experience in producing conferences, meetings, and other events in an arts industry context.  
5. Strong time management skills, with the ability to multi-task and meet strict deadlines.  
6. A collaborative and pro-active approach to working as part of a team.  

 
Desired 

7. Experience in working within a membership organisation or industry peak-body.  
8. Website development skills.  

 
 
Applications 
To apply for this position, please send a CV and cover letter, along with a response to each of the 
selection criteria (no more than two pages) to director@vapac.org.au, by COB Friday July 1st.  
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