ADVANCING THE
I\' PERFORMING ARTS

June 2026

POSITION DESCRIPTION

Position title: Communications Manager

FTE allocation: Temporary backfill - 0.5 FTE / 2.5 days per week (19 hours)
Contract: Fixed term 3 August - 18 December 2026

Salary: $83,232 pro-rata + 12 % superannuation

Location: Hybrid/Flexible, TNA office located in Carlton, Victoria

Reports to: CEO

Direct reports: Nil

Role Purpose

The Communications Manager delivers clear, accessible and strategic communications for
Theatre Network Australia (TNA), connecting members and the wider sector through our
monthly E-News, social media and publications. The role drives content development,
monitors engagement and sector activity, and ensures consistent, inclusive messaging that
strengthens TNA'’s visibility, relationships and impact across the performing arts ecosystem.

Key Relationships
¢ Internal: TNA team and contractors.
e External: TNA members, arts sector, media, and public.

Responsibilities

Communications and Engagement

e Oversee the development and delivery of TNA's communications strategy.

e Oversee the development and dissemination of TNA's monthly E-News and periodic
member bulletins; and work with the team to research, write, and distribute the
quarterly Circus and Physical Theatre, and Children Young People and the Arts
bulletins.

¢ Manage TNA's social media platforms, content strategy, and content creation.

e Manage cross-promotion requests from the sector.

e Research and write the Annual Report.

¢ Manage the maintenance and content collation of the TNA and APAF websites, front
end and back end. Train the team in basic website maintenance.

e Manage contacts in Campaign Monitor and contribute to the maintenance of CRM.

¢ Manage TNA's media campaigns, cultivate relationships with relevant media contacts,
and monitor TNA's media profile and coverage.

e Maintain TNA'’s brand and identity suite and ensure its correct use across platforms and
partner communications.
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e Ensure TNA meets all partnership and funder obligations regarding logo use and
attributions across TNA communications.

e Provide graphic design and collateral visual resources for TNA’s reporting and
published materials.

e Provide support to TNA-supported sector groups, such as YDA and AICV, in the
hosting and maintenance of their websites.

Strategy and Development
e Contribute to strategic planning and annual work planning.
e Provide support as required on grant applications and reporting.

Advocacy and Sector Development
e Maintain relationships with the sector.
e Work with the CEO and team to identify and respond to current and emerging
advocacy needs.
e Contribute to and participate in sector committees and consultations.

Research and Data Collection
e Support and contribute to data collection and analysis for evaluation reports.
e Write TNA’s research reports and provide editing and proofreading support to the
team for other documents.
e Collate and share external research relevant to the performing arts.

Membership Management
e Liaise with members throughout the year as needed, providing respectful and clear
communications and service.

Event and Program Management
e Contribute to the design and delivery of events and activities, including documentation,
marketing and communications, and evaluation and surveys for reporting.

Governance and Compliance
e Abide by all relevant WHS and industrial laws and provide a safe workplace.
¢ Attend Board meetings and contribute to Board reports as required.

Leadership and management
e Supervise contractors as required.
e Support the induction of new staff and contractors.

Finance and Administration
e Undertake other office administration as required.
e Support the maintenance and administration of TNA'’s digital systems.
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RECRUITMENT INFORMATION
Candidate Profile

We're seeking a thoughtful, proactive and detail-oriented communications professional with a
passion for the performing arts. The ideal candidate is an excellent writer and editor, who can
translate complex ideas into clear accessible content.

You'll be working with colleagues and the arts sector to source and shape content, while also
taking initiative to identify opportunities and sector trends. You bring strong digital
communications skills, including experience with Campaign Monitor, Meta Business Suite,
Airtable, and Canva, alongside a commitment to accessible and inclusive communication
practices. Importantly, you're excited by TNA’s purpose and the role of the independent
performing arts sector.

Day-to-day, you’'ll be managing multiple communications channels and deadlines, including our
beloved monthly E-News member and artform specific bulletins; social media channels on
Facebook, Instagram, and LinkedIn; and the TNA website via WordPress. You might be
developing a new socials infographic on tax time on Canva, or wading deep into the eligibility
of a grants program and summarising its relevance in the E-News.

Key Selection Criteria
1. Strategic Communications and Content Development

Experience developing and delivering strategic communications across e-newsletters,
websites, and social media, with an awareness and focus on the audience we're reaching, what
we're trying to communicate, and why. Excellent writing and editing skills, with the ability to
produce clear and accessible content. Experience sourcing and synthesising information for
diverse audiences, while maintaining a consistent organisational voice.

2. Digital Communications and Channel Management
Ability to manage digital communications systems and channels, such as WordPress,
Campaign Monitor, Meta Business Suite for Facebook and Instagram, and LinkedIn.
Experience monitoring engagement, managing database systems like Airtable, and

responding to stakeholder enquiries.

3. Stakeholder Engagement and Collaboration
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Strong interpersonal skills with the ability to work collaboratively in a small team. You must be
able to collaborate with artists, organisations, sector stakeholders and colleagues to deliver
timely, relevant communications.

How to apply

To apply for the position, email the following to amrit@tna.org.au no later than 11.59pm
AEST on Sunday, 19 July 2026:

1. Your Curriculum Vitae (maximum 2 pages)
2. Astatement outlining relevant experience in response to the selection criteria and
position description (maximum 1 page).
Shortlisted candidates will be invited to attend an online interview in late July.

If you have any questions about the position, email Amrit Gill, CEO at amrit@tna.org.au.

TNA Employment Policy

TNA values 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 are an equal opportunity workplace, and we strongly encourage applications by First
Nations people, people from a culturally and linguistically diverse background, d/Deaf and
Disabled people and people from the LGBTIQA+ community.

We understand the needs of people with family obligations, and we provide a flexible working
week, and part-time positions.

We understand artists’ working lives, and by negotiation we provide time off for artistic
practice and other commitments such as touring.

Our philosophy is based on generosity, empathy, care and a commitment to deep work
satisfaction for employees. We know that this is repaid in retaining committed, passionate
staff members who live and breathe the values of the organisation.

About TNA

Theatre Network Australia (TNA) is a national industry development and advocacy
organisation for the performing arts. We prioritise support for independent artists, arts
workers, and arts organisations. Since our founding in 2009, TNA has grown from a Victorian-
based initiative into a nationally recognised leader in performing arts advocacy, sector
development, and capacity building.
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Our vision is for a strong, healthy, and relevant performing arts sector. We stand as a trusted
ally for artists and arts workers across theatre, dance, circus and physical theatre, and
contemporary performance.

In practical terms this means TNA:

Provides advice to industry and government

Drives advocacy campaigns with other peak bodies

Bring the sector together through networking, gatherings and peer-learning
Promotes and models best practice equity and justice approaches

Undertakes research and benchmarking

Provides information through our E-News, databases, and online resource library.

We design our work to address the gaps, and our approach is underpinned by a spirit of care,
deep listening, and trust in the sector’s own capacity to make progress. Our members benefit
from representation, a vast support network, and practical tools to navigate the challenges of
a changing arts landscape.

Further reading

Strategic Plan 2025-2029: https://tna.org.au/about/strategic-plan/

Annual Reports: https://tnha.org.au/about/annual-reports/

Equity Action Plan: https://tna.org.au/about/equity-action-plan/

Organisational chart
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