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Administrator
Position Description

Reports to: This position reports to TNA’s Executive Director and is
supervised by the TNA General Manager.

Liaises with: Liaises with other TNA staff.

Hours: This is a part-time position, with a negotiated workload of 0.2-0.4

FTE (1-2 days a week).

Standard hours are within Monday - Friday, 9am-6pm, with a
lunch break, although actual hours worked are flexible and may
be worked over multiple days.

Remuneration: | $71,136 pro-rata, per annum plus Superannuation and all leave
entitlements.

Location: This position can be undertaken remotely from anywhere in
Australia or in the TNA office.

Employment 7 August 2023 to December 15" 2023
Term:

About TNA

Theatre Network Australia (TNA) is the leading national industry development
organisation for the contemporary performing arts, with a focus on the small to
medium and independent sectors. Our ten-year vision is for a safe, healthy, and
relevant performing arts sector. We are highly regarded for our caring and flexible
work culture, putting the needs of people first so that they feel inspired and energised
at work. We invest in the wellbeing, professional development, and aspirations of our
staff, and provide a fun, sociable, and collaborative work environment.

TNA’s Employment Policy

We value the rich contributions to the arts made by people from a variety of
backgrounds, and we aim to have a diverse group of people working at TNA. We
strongly encourage applications by people from culturally and linguistically diverse
backgrounds, First Nations people, and people with disabilities. We understand the
needs of people with family or other working obligations and creative pursuits, and we
provide flexibility. Our philosophy is based on generosity, empathy, and a commitment
to deep work satisfaction for employees. Our staff members live and breathe the
values of the organisation.

G5/152 Sturt St, Southbank, VIC 3006
tna.org.au



— ADVANCING THE
I\' PERFORMING ARTS

The Role

TNA is looking for someone with great administration skKills, especially with online
systems, databases, websites, etc., as well as the ability to write/edit copy for social
media and direct email campaigns. The ideal person will have excellent writing and
communication skills, be organised and efficient, and be able to work proactively.

This role will be supporting the TNA team as they deliver our core program, as well as
the Australian Performing Arts Forum (APAF) in September.

Apply
Please send expressions of interest for the role and your CV to Nicole Beyer at
nicole@tna.org.au.
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