EXECTIVE ASSISTANT/PROGRAM MANAGER:	 ADVERT DRAFT	January 2024


Wyndham Community Cultural Foundation trading as Arts Assist is a not-for-profit charitable Foundation supporting arts & cultural development in a fast-growing community in Melbourne’s west.

As a community organisation committed to making a positive impact, we are seeking a dedicated, experienced, and skilled Executive Assistant /Program Manager to support our small team, in an ongoing part time contracted role. 


Skills & knowledge include:  

· Administration & co-ordination of day-to-day activities
· Compliance, document preparation and meeting co-ordination
· Experience or interest in arts, culture and community development is desirable
· Financial experience, knowledge & understanding
· Interpersonal & communication management skills 
· Program and project management is advantageous
· Social media experience would be of value
· Report to the Governance Committee and support the Creative Projects Team

The successful applicant will need to work remotely from their own office;  report to the Boards’ Governance Committee and support the Creative Projects team.

The hours are flexible and average across an equivalent of:
· up to 10 hours per week and 
· up to 36 weeks per year

The role would suit a part time or retired person with the required skills and experience
Interested candidates are invited to submit their application, including a covering letter addressing the key selection criteria and a resume highlighting relevant experience and qualifications. 

Remuneration will be negotiated on the applicant’s range of skills and knowledge.

If you have any questions prior to applying – please email: jag19@bigpond.com	

Applications close on ……………

Please email your application to: jag19@bigpond.com

Only shortlisted candidates will be contacted for an interview.

Arts Assist is an equal opportunity employer and encourages applicants from diverse backgrounds to apply. 

We value the contributions of all employees and volunteers and are committed to creating an inclusive and supportive environment.

 www.artsassist.org.au 
