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POSITION DESCRIPTION 

EVENTS COORDINATOR 

Position Title:                 Events Coordinator   

Employment Terms:       Part-time 26 hours per week 

Package:   $50,915pa pro-rata + 10% super 

Employment Contract:  2 Years 

Responsible to:             Tactile Arts General Manager 

Applications Close:         EOI currently open 

  

Context Statement: 

Tactile Arts is a member based, not-for-profit organisation that has been showcasing and promoting 

makers of contemporary art and craft in the top end of the Northern Territory since 1973.  

We actively support artists and craft practitioners at every stage of their careers by providing access 

to multiple platforms from which to develop skills both creatively and professionally.  

Our vision is to see a world in which the handmade is valued and art is valued in everyday life.  

To achieve this, we present a progressive annual program of exhibitions, workshops, artist 

residencies and major events. We operate a retail shop and provide access to specialised studios and 

equipment fundamental to the production of art and craft, including in textiles, printmaking, glass, 

jewellery, and ceramics.  

Our gallery and studios are located in the picturesque grounds of the Museum and Art Gallery of the 

Northern Territory and our retail shop is located in Darwin’s Parliament House.  

Proceeds made through Tactile Arts directly support artists and crafts practitioners in the Northern 

Territory.  

 

Primary Objective: 

Tactile Arts is seeking an experienced Events Coordinator responsible for the development, 

marketing, coordination, and delivery of the organisation’s annual program of events.  

The successful candidate will be required to deliver a range of professionally presented events 

showcasing visual arts and crafts, and to broaden the scope of the organisation’s current events 

program by identifying and activating sponsorship opportunities and developing relationships with a 

large and diverse range of stakeholders.   

 

Key Duties and Responsibilities: 

In consultation with the General Manager the Events Coordinator will be responsible for, but not 

limited to:  
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Events:  

1. Develop, coordinate, promote and administer a comprehensive events program for Tactile 
Arts. 

2. Engage event participants through social media and online marketing campaigns. 
3. Respond to event enquiries from members, visitors, and the general public both in office, 

via email, phone and social media. 
4. Process event bookings, maintaining information and image databases for communications 

and promotional purposes.  
5. Establish and maintain communication with event participants, sponsors, and partners.  
6. Produce and manage event related applications, contracts, and agreements.  
7. Prepare event risk assessments in collaboration with the General Manager, identifying 

areas for health and safety improvements.  
8. Educate event participants regarding protocols and responsibilities in line with the 

organisation’s guidelines and procedures. 
9. Ensure events and event participants comply with all current NT Health Department 

requirements relating to Covid-19.  
10. Coordinate the marketing of programs including generating copy and production of 

promotional materials, for print and digital media.  
11. Maintain online databases and platforms, providing up to date information on events.  
12. Prepare, manage, and report against event budgets.  
13. Recruit, train and supervise contracted workers and/or volunteers.  
14. Ensure a high level of quality and professionalism in the presentation of all events.  
15. Be present to supervise events, ensuring smooth logistical operations throughout. 
16. Prepare post event reports identifying successes and areas for improvement. 
17. Work with the Retail and Programs Coordinators to activate current programming with 

events.  
 

Development:  

1. Identify funding opportunities that would advance Tactile Arts program of events, such as 
grants, philanthropic and corporate sponsorships.  

2. Prepare funding proposals for approval by the General Manager. 
3. Identify and implement fundraising activities complementary to the organisation’s events. 
4. Develop new event concepts to increase revenue and support the organisation’s core 

mission.  
5. Assess the organisation’s current events and identify areas for improvement and additional 

income generating activities.   
 

General: 
  

1. Maintain and build positive working relationships with internal and external stakeholders.  
2. Work collaboratively with the General Manager and overall team to assist in the delivery of 

Tactile Arts programming. 
3. Identify potential risk exposure within areas of oversight, recommend solutions, implement 

approved programs and monitor compliance.  
4. Perform any other duties as directed by the General Manager within the level of skills, 

capacity, and experience reasonably expected of someone capable of fulfilling the position. 
5. Comply with Tactile Arts policies and procedures and with all relevant legislation and 

regulations. 
6. Perform duties as required across a 7-day working week, including occasional evenings and 

weekends.  
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SELECTION CRITERIA 

Essential: 

1. Diploma of Event Management, relevant tertiary education, or equivalent work experience.  
2. Highly developed interpersonal, oral, and written communication skills. 
3. Proven ability to create and accurately manage budgets with demonstrated success 

preparing grant applications and funding submissions.  
4. Ability to work independently and as part of a multi-disciplinary project team, providing 

supervisory and ‘hands-on’ assistance as required to ensure delivery goals are achieved.  
5. Excellent organisational skills with the ability to prioritise and plan to achieve targets.  
6. Good skills in a wide range of computer software packages and cloud-based platforms.  
7. Demonstrated multi-cultural awareness and sensitivity. 
8. A Current Australian driver’s license and transport.  
 

Desirable: 

1. Previous experience working in the creative industries or not for profit sector. 
2. Appreciation of the role of arts in the community and drive to see it thrive.  
3. Current Ochre Card or ability to obtain one.  
4. Current RSA certificate or ability to obtain one.  

  
 

Conditions: 

The successful candidate will receive five weeks annual leave, and flexible working arrangements 

with the proviso that the candidate is available during core operating hours, currently Tuesday to 

Friday from 10am to 4pm. The candidate will also be required to represent the organisation at 

evening and weekend events. 

 

APPLICATION PROCESS 

 

Application closing date: EOI currently open. Contact Tessa Duke at gm@tactilearts.org.au for 

further information.  

 

Applications must include:           

• A cover letter addressing the selection criteria of no more than two pages. 
• A current resume including two referees. (Referees will not be contacted without prior 

consent.) 
  

 

Applications are to be submitted online at: tactilearts.org.au/pages/careers 
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