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The Octapod Association 

ABN: 78 817 017 065 

3/231 King Street 

Newcastle NSW 2300 

Tel/Fax: (02) 4927  0470   

This Is Not Art Festival Co-ordinator

2010-2011

Position Description

1. ORGANISATIONAL CONTEXT 

The Octapod Association is a not-for-profit arts and media organisation that acts as a resource and administrative base for cultural and community projects based in Newcastle, NSW. The principal arts project that the organisation supports is the This Is Not Art (TINA) Festival that runs each year over the October long weekend. In addition, the Octapod supports several other ongoing projects including culturehunter.org (a website dedicated to arts and culture in the Hunter region), Podspace Gallery, Cultural STOMP Festival, a Zine Library and a Community Media Space.

2. ABOUT THIS IS NOT ART (TINA)

TINA is a national festival of new media and arts held annually in Newcastle, NSW. The approximate scale of the festival is: 30 venues, 300 events, 400 programmed artists (managed by sub-festivals) with anywhere between 4000 and 5500 attendees.

Its program is presented by a coalition of festivals (known as the sub-festivals) in partnership with the Octapod, including:

· National Young Writers’ Festival 

· Electrofringe 

· Sound Summit 

· Critical Animals 

· Crack Theatre Festival

plus other special projects and events. 

These sub-festivals nominate representatives to the festival working group known as TINA-Org.

The TINA Festival Co-ordinator supports TINA-Org, volunteers and TINA-Org appointed staff in the planning and delivery of the TINA festival.

More information about TINA can be found at www.thisisnotart.org. 

3. RESPONSIBLE FOR 

The primary purpose of this position is to plan and manage the delivery of TINA festival.  This includes project planning, implementation, evaluation and provision of ongoing support of TINA’s volunteers, contractors and TINA-Org in the delivery of the festival.

The position plays a crucial role in addressing Octapod’s long-term strategic goal to foster opportunities for artistic expression on a national scale.

4. RESPONSIBLE TO

The position reports to the Octapod Arts Development Officer (who provides project advice and support to all Octapod project co-ordinators) and whom the Octapod Board in turn supervises. 

5. TASKS OF THE ROLE

Essential duties and responsibilities include the following. Other duties may be assigned. 

Octapod Responsibilities 

· Compile relevant reports for the Octapod, funding bodies, stakeholders and the Octapod Board. 

· Assist with general day-to-day operations in the Octapod space, as required. 

In addition to the above Octapod responsibilities, the TINA Festival Co-ordinator has responsibilities in relation to planning and managing TINA, as set out below. 

TINA Festival Co-Ordinator Responsibilities

· Make applications and prepare acquittals for TINA Festival specific grants, sponsorships and subsidies, in consultation with the sub-festivals. 

· Manage all TINA related grants; specifically develop and manage workplans and budgets.

· Support, liaise and communicate with the sub-festivals to facilitate, plan and deliver the TINA Festival. 

· Program and schedule all festival events in consultation with the sub-festivals; coordinate logistics including: venues, accommodation and productions (including making bookings, hiring, scheduling, safety compliance); and manage volunteer coordination. 

· Organise and facilitate all publicity and promotions; manage the Media Co-ordinator and Media Team to administer and moderate the TINA website, lists and database; and act as point of contact for festival enquiries and potential participants. 

· Collect and collate statistics during the festival and throughout the year, and prepare a statistics report (including, but not limited to audience statistics, web stats and survey results). 

· Coordinate the collection and collation of publicity materials (including print, broadcast – audio, video, online) in relation to the TINA Festival for use by sub-festivals in required reporting.  

· Plan and implement procedures, and monitor compliance with relevant local, state, and federal event-related legislation. 

· Manage and develop relationships with and support from Newcastle City Council and Newcastle University, as well as any other TINA Festival sponsors, supporters and stakeholders. 

· Manage an appropriate level of budgetary contingencies. 

6. KEY RELATIONSHIPS

Relationship to the Rest of the Octapod

Please refer to item 4 above. 

Further support can be found from the Octapod board and general members of the Octapod.

Relationship to TINA-Org

TINA-Org is the working group of representatives from the partner sub-festivals, volunteers and TINA-appointed staff who the TINA Festival Co-ordinator works alongside in the planning and delivery of the TINA festival. 

TINA-Org is responsible for advising and providing information to guide the Festival Co-ordinator in the delivery of the festival (please see also 2010 Memorandum of Understanding).

The TINA Festival Co-ordinator is responsible for facilitating the TINA-Org process of decision-making and consultation through meetings, email lists, and discussions.

Other Relationships

The position involves the direct supervision of staff and volunteers, including recruiting and training, planning, assigning, and directing the work of volunteers and contractors in key festival roles (for example: media co-ordinator, volunteers co-ordinator, production, bar mangers, web developers etc). 

All supervisory responsibilities will be carried out in accordance with Octapod’s human resources policies and procedures. 

7. DECISION-MAKING RESPONSIBILITIES

The Festival Co-ordinator’s decision-making responsibilities revolve around the effective management of the festival. 

The Octapod Arts Development Co-ordinator approves workplans. The Octapod board approves all budgets, grant applications, and acquittals with consultation of TINA-org.

8. WORK LOCATION

The position is located at the Octapod office in Newcastle. A flexible work location can be negotiated. 

9. TERMS OF THE POSITION 

The TINA Festival Co-ordinator position is a part-time contract position, until 31 December 2011 .

The term of the position may be extended but this will be contingent on future Arts Funding of the Octapod Association. 

10.  HOURS AND RATES OF PAY 

24 hours per week at $22.71 per hour. 

Generally undertaken between the hours of 9am-5pm on set days in the office. 

Work hours will vary during the festival.

11.    SPECIAL EMPLOYMENT ARRANGEMENTS

a. The position is subject to a 3-month probationary period. 

b. Octapod is a non-smoking workplace.

c. Some travel for TINA-Org meetings at locations outside Newcastle will be required. 

d. Annual Leave cannot be taken between July and November due to the position requirments.

e. No overtime is paid, Time in Lieu may be accrued. 

12.    QUALIFICATIONS AND SKILLS

ESSENTIAL

· Bachelor’s degree or other equivalent educational qualification or relevant industry experience in the Arts

· Previous experience in working within a community context

· Managerial or supervisory experience

· Highly developed oral and written communication skills

· Significant event management experience, including planning and organisational skills such as efficient and effective time management and the ability to prioritise tasks

· Understanding of the procedures and protocols of a not-for-profit organisation 

· Ability to facilitate group decision-making between individuals who are geographically dispersed across Australia, both at face-to-face meetings and online

· Experience in grant management, including budget preparation and management

· Good working knowledge of relevant computer applications.

DESIRABLE

· Knowledge of, and commitment to the implementation of EEO, OH&S practice

· Experience preparing risk assessments and devising strategies to reduce risk

· Previous experience of TINA Festival as a festival artist, volunteer or attendee.
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