
 

 
 
COME, WORK WITH US 

 
Coordinators (various positions) // Craft ACT  

Reports to:  Public Programs Manager and Creative Producer (DESIGN Canberra) 
Craft ACT: Craft and Design Centre 

Salary (pro rata):   $45,000 per annum + 9.5% super   

Loading:   various – from 0.2 to 0.6 

Availability: from late May 2017 

Term:  Until 22 December 2017 

The successful applicant/s will be offered a contract (including a three month 
probation period)— with the potential for extension. 

Leave entitlements: 4 weeks’ leave (pro rata)  
(to be taken the last week in December and first three weeks the following 
January when Craft ACT is closed  

Days and hours: Various hours/days, depending on the role for example: 
0.2 loading = 15 hours per fortnight (Membership) 
0.4 loading = 28 hours per fortnight (Public Programs) 
0.6 loading = 45 hours per fortnight (Partnerships) 
 
Fortnightly Saturday 12-4pm rostered shifts are likely to be required for most 
positions. In addition, some evening and out of hours work will be required from 
time to time. 

 
Location:  The position is largely located at Craft ACT Headquarters, Civic Square, Canberra 

ACT. There will also be requirements to work off site during festivals and other 
public events.  

Be a part of the Craft ACT team  

Come, work with us and support Canberra’s thriving design and craft community.  

Craft ACT is recognised as a leading centre in contemporary Australian craft and design, with a vision 

to strengthen the dynamic link between the arts – as encompassed in the craft sector – and the 

broad creative industries and design sector.  

We are seeking motivated people to assist with multiple part time roles including the coordination of 

our public programs, partnerships, social media, and membership activities. These roles will support 

the work of Craft ACT: Craft + Design Centre and our major outreach project, DESIGN Canberra. 

Flexible and supportive working conditions in a creative environment are available for the right 

candidates.  



The successful applicants will have experience assisting with one or more of the following areas: 

 delivering projects and events 

 collaborating with other organisations and partners such as arts organisations, government, 
business and educational institutions 

 engaging closely with the ideas and practice of craft artists and designers to put their work in 
a broader context for the community 

 providing administration support to membership programs, committees and other arts-
related activities 

 promoting contemporary craft and design (or related practice) using social media, media 
relations and/or other communication tools. 

 

The membership coordinator 

position administers Craft ACT’s 

important membership program 

which helps us to support artists, 

crafts practitioners, designers and 

makers at every stage of their 

careers. The role is supported by 

a membership committee of 

accredited members. 

As well as providing members 

with high level exhibition 

opportunities, we offer member 

benefits and opportunities, such 

as via the artist in residence 

program, DESIGN Canberra 

festival and the Craft ACT shop.  

Approx 15 hours per fortnight 

 

The public programs coordinator 

position will play an important 

role in helping the DESIGN 

Canberra Artistic Director and 

Creative Producer, to present the 

annual DESIGN Canberra festival, 

which showcases Canberra as a 

global city of design through a 

month-long program of events 

and exhibitions.  

Other public programs include the 

annual Artist-In-Residence 

program and an increasing 

emphasis on creating market 

opportunities for Craft ACT 

members outside of Canberra.  

Approx 28 hours per fortnight 

 

The partnerships coordinator will 

support the CEO/Artistic Director 

to develop, implement and report 

on partnership agreements for 

sponsors, partners and other 

collaborating interests for Craft 

ACT and DESIGN Canberra.   

The role helps to nurture 

professional contacts and 

represents the organisation to 

stakeholders and the general 

public. This role also works closely 

with the team to coordinate 

digital and social media, public 

relations, stakeholder 

engagement and member liaison. 

Approx 45 hours per fortnight 

 

These coordinator positions will play a key role in helping to position Craft ACT and its members as 

vital to Canberra and well-connected to Australia and the world. If you are a creative and hands-on 

team player with good interpersonal and organisational skills, as well as a passion for art and design, 

then we’d love to hear from you.  

  



Selection criteria — essential 
1. Experience in assisting with the delivery of arts projects or public events 

2. Good communication, interpersonal and organisational skills to be able to manage and 
prioritise a high-volume workload  

3. Ability to support innovative commercial and partnership opportunities for Craft ACT, 
DESIGN Canberra and member artists to contribute to revenue targets. 

4. Experience working in a flexible arts-related environment and the ability to work 
occasionally on evenings and be part of a fortnightly Saturday weekend roster (12-4pm). 

5. Understanding of and a commitment to the principles and practices of Workplace Health 
and Safety and Equal Opportunity, to exercise excellent judgment by carrying out 
established policies and procedures for security and safety of people, artwork and facilities 
in a complete, consistent and timely manner  

 
Desirable  

 Excellent computer skills (word, excel, powerpoint etc) 

 A generous nature with a desire to share information and ideas 

 An interest in design 

 Additional computer skills (photoshop, InDesign) 

 
Culture 

 Work as a close team to deliver the artistic program and business operations and a 
positive and safe work place 

 Strive to achieve environmentally responsible business practices and actively look to 
maintain a healthy work life balance 

 Ensure effective relationships with artists, audiences and program partners 

 Commit to continuous improvement, using evaluation to understand effectiveness and 
areas for growth and review 

 Contribute to organisational planning and achievement of goals at staff meetings  
 
 
How to apply 
To apply for these multiple coordinator positions at Craft ACT: 

1. send a two-page (maximum length) letter outlining your experience and suitability for the 
essential selection criteria 

2. advise us of your availability (eg preferred maximum hours of work per week and possible 
commencement date) 

3. send a copy of your cv and the names and contacts of two referees including your current 
supervisor.  

4. Email your application to designcanberra@craftact.org.au by 5pm (AEST) on 18 May 2017.  
 
For more information about any of the roles, please contact Julia Greenstreet, Creative Producer, 
DESIGN Canberra on (02) 6262 9333. 
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