
WYNDHAM COMMUNITY CUTURAL FOUNDATION LTD.  (Trading as Arts Assist)


Position: Executive Assistant /Program Manager (Contract)

Location: Remote

Duration: Approximately 10 hours per week
Hourly Rate: To be negotiated with the successful candidate


About the Foundation: 

Arts Assist is a not-for-profit community organisation dedicated to developing, enhancing & supporting - Arts & Cultural initiatives and projects in Wyndham. 

We aim to foster creativity, celebrate cultural diversity, and partner with the local community.  

As an organisation committed to making a positive impact, we are seeking a dedicated and skilled Executive Assistant /Program Manager to join our team.

Role: 

The Executive Assistant /Program Manager will play a crucial role in in the day-to-day management of the organisation and provide administrative support to the Board of Directors. 

Working closely with the Directors, the successful candidate will be responsible for various administrative & governance tasks, including compliance, meeting coordination, document preparation and communication and will support the Creative Projects Team

Duties and Responsibilities: 

The selected candidate will be responsible for the following:

· Day-to-day admin & management of activities & governance 
· Prepare relevant documents for monthly Board meetings, including agendas, minutes, and board papers.
· Attend Board meetings to record minutes and organise follow-up actions 
· Respond to and manage all enquiries received through the website and email.
· Work closely with the Directors on all matters of governance and reporting

· Maintain and update Arts Assist’s document management system (Google Drive), website, ACNC Charity portal, investment portfolio account and other online subscriptions.
· Maintain and update Arts Assist’s social media pages, including Facebook, Instagram and Linkedin.

· Liaise with funding applicants and recipients, local council and our stakeholders 
· Liaise with the organisation's accountants regarding financial reporting.
· Prepare and submit annual compliance documents (eg ASIC/ACNC/ATO/DGR)



Key Selection Criteria: 

To be considered for this role, applicants must meet the following criteria:

Capabilities and Experience include:

· Experience providing administrative support at a high level. 
· Proficient computer skills and in-depth knowledge of MS Office Suite.
· Experience using G Drive, Gmail & Zoom
· Excellent interpersonal and communication skills. 
· Good writing skills. 
· Experience with website editing and social media content management is desirable.
· Knowledge of Investment Portfolio, 
· Experience in assessment of community grant applications & acquittals
· Fund Raising & preparing Grant applications

Personal Attributes: 
· Attention to detail and accuracy. 
· Good organisational skills.
· Able to meet deadlines.
· Self-motivated. 
· Ability to work well unsupervised. 
· An interest in the arts, culture, and/or the local community.

About the role:  This is a part-time role – approx. 26 -30 weeks across the calendar year

The successful candidate will:
· Work remotely from their own office. 
· Maintain a timesheet and submit an invoice for payment on a monthly basis. 
· Be available to work an equivalent of up to 10 hours per week
· Receive an hourly rate to be negotiated based on experience and qualifications

How to Apply: 
Interested candidates are invited to submit their application, including a cover letter addressing the key selection criteria and a resume highlighting relevant experience and qualifications. 

Please email your application to: E:  jag19@bigpond.com

Applications close on ………………….

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 work environment.


www.artsassist.org.au
