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Position Description — Coordinator, Social Media

As the Coordinator, Social Media, you will work with Arts Access Victoria’s (AAV) Operations 
group, as a part of the Marketing and Communications team. You will report directly to the 
Manager, Marketing and Communications and work alongside Coordinator, Marketing and 
Communications. In this role you will engage with all areas of AAV, a nationally recognised arts 
organisation. AAV works with Deaf and Disabled artists and audiences, government and the 
broader sector to achieve cultural equity for Deaf and Disabled people. You will be responsible 
for developing online content and maintaining and reporting on all of AAV’s social media 
channels. You will work with your team to ensure all AAV outcomes and events are highlighted 
on social media, you will work to spotlight the artists AAV works with, and to engage with the 
AAV online community. You will occasionally work out of office hours to provide live social media 
coverage of AAV events. 

	















Coordinator, Social Media 

Manager, Marketing and Communications

Casual $36.65/ hour —15 hours per week, with a view to a permanent 
part-time position. Plus 10.5% superannuation contributions and 
generous salary packaging

This a casual position covered by the Arts Access Victoria Enterprise 
Agreement 2004. This forms part of the employment contract. 

Free parking with a car park below the South Melbourne office  
Professional Development opportunities   
Flexibility with days worked and spread of hours can be negotiated to 
mutual benefit  
Flexible working-from-home or office arrangement

The position is primarily based in AAV’s administration offices, 222 
Bank Street South Melbourne (2 Km from Southern Cross Station). 
Flexible working arrangements can be made. 

Email us your application to recruitment@artsaccess.com.au by 
Monday  3 April at 10 am. You application should consist of a short 
cover letter, your CV and a response to the key selection criterias 
(maximum 1 pages of text). You are welcome to submit this 
application as 1 PDF or as a video recording by the closing date.

Contact Tania Smith on tsmith@artsaccess.com.au or phone us 03 
9699 8299 (voice only)/ 0477 860 955 (text or voice) if you would like 
more information or have any question about the position. 

mailto:recruitment@artsaccess.com.au


Major Tasks and Reporting Rolls

Major Tasks
The Coordinator, Social Media is responsible for digital activities to support AAV's 
communications objectives and maximise the impact of our work. 

Key Duties:
• Deliver effective communications through developing, creating and editing engaging online 

content across digital platforms;

• Manage  AAV's social media platforms and contribute to social media strategies designed to 
increase engagement;

• Moderating social media communities by responding to comments and keeping members 
engaged;

• Source and share meaningful data and insights to inform audience engagement across 
digital channels;

• Monitor and respond to enquiries, including any urgent or critical issues that may arise ;

• Ensure information is available in a range of accessible formats as required;

• Support other existing and new internal and external Marketing and Communications 
initiatives and activities, e.g., eNews, web content, publications and resources, Image Bank, 
etc.

• Other duties as required.

Reporting Relationships

CEO/ Artistic Director 
Caroline Bowditch

Deputy CEO / General Manager 
Nikki Zerella

Manager, Marketing and Communications 
Tania Smith
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Selection Criteria

Essential
• Demonstrable high level written and oral communication skills;

• Excellent interpersonal skills and the ability to contribute to strong team relationships;

• Experience in the implementation of effective social media campaigns

Desirable 
• Qualifications in Communications, Journalism, Marketing or Public Relations or similar;

• Identify as Deaf and/ or Disabled;

• Strong understanding of social model of disability;

• Experience/networks in the Arts and Culture or the Disability sectors;

• Experience/knowledge of accessible digital and print communications; and

• Skills and experience using video editing software.
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Work Culture, safety, and screenings 

AAV Environment 
We are committed to making AAV a friendly, 
relaxed and open workplace. Employees 
contribute organisation-wide, not just to their 
own program.  

All AAV employees are expected to embrace 
our vision, purpose and values. All employees 
work towards creating equity in arts and 
culture for all Deaf and Disabled people.  

We are committed to equity and inclusion. We 
strongly encourage Deaf and Disabled, First 
Nations, LGBTQIA+ and/or culturally and 
linguistically diverse people to apply. 

If you require assistance with your application, 
please contact us. We can provide a position 
description in alternate formats if required. 

Employment Safety Screening 
Please note that employment safety screening 
is undertaken for all positions within the 
organisation as part of its contractual 
arrangements with government. All employees 
are obliged to fully disclose relevant 
information and screening is undertaken as 
part of recruitment procedures. 

Privacy And Confidentiality 
We ensure that all files of personal information 
are kept secure at all times. 

Workplace Health and Safety 
AAV is committed to providing a safe and 
healthy workplace for employees, participants, 
members and visitors. This relates to all 
workplaces of AAV, including the offices at 222 
Bank Street and all off-site venues. 

All employees have some responsibility in 
making sure AAV abides by the OHS Act 
(2006). 

In particular, all employees will take 
reasonable care of their own health and safety 
and the health and safety of others they work 
with. All employees will also co-operate with 
AAV to make sure it remains a safe and 
healthy place to work. 
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About Arts Access Victoria 

WWe started in 1974 and is the peak body for arts and disability in Victoria. 

We are a disability-led organisation that plays a vital role in state, national and international Arts 
and Culture. 

We are the leading force behind a more accessible Arts and Culture sector. 

We produce and platform Deaf and Disabled artists, arts workers and creatives work. 

Our purpose is to lead cultural equity for all Deaf and Disabled people. 

At AAV we: 

Raise the profile and participation of Deaf and Disabled people in the creative industries. 

Ensure Deaf and Disabled people are in all creative industries as participants, audiences, artists, 
cultural innovators, influencers and leaders. 

Transform the way the creative industries engage with Deaf and Disabled people.  

We believe that art can lead to cultural, economic, personal and political change.  

We support the development of a vibrant Arts and Culture sector that reflects our society in 
every way. Where Deaf and Disabled people are in every part of creative industries. 

We work to create change and increase Deaf and Disabled people’s participation in the Arts and 
Culture. 

You can find out more about AAV on our website. 

Adress: 222 Bank St. South Melbourne 3205 

Phone: 03 9699 8299 (voice only)

0477 860 955 (text or voice)

Email: info@artsaccess.com.au 

Website: artsaccess.com.au

Arts Access Society Incorporated  

registration number A0007628K ABN 34 192 751 897
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