
 
 

Thank you for your interest in our Artistic Administrator position.  
 
About Sydney Theatre Company 
 
Sydney Theatre Company (STC) has been a major force in the Australian cultural landscape since its 
establishment in 1978. It is Australia’s largest theatre company in terms of audiences and amount of 
work presented each year, the state theatre company of NSW, and is recognised as one of the 
world’s most exciting and original theatre companies.  
 
Hours of Work 
 
This position is for an initial two-year fixed term. 
 
The usual hours of work are 9am-5pm Monday to Friday. However, the job requires a willingness to 
work flexible hours, including evenings, weekends and touring. 
 
The position is based at Fox Studios Australia, Moore Park.  
 
 Salary and Entitlements 
 

 Salary is dependent on skills and experience 

 4 weeks annual leave 

 10.5% Superannuation 

 Complimentary tickets to STC productions (subject to availability) 
 
Key Criteria 
 

 Minimum 2 years’ experience in arts administration or producing 

 Knowledge of the performing arts in Australia and internationally 

 Demonstrated ability to multi skill, manage workloads, schedules and multiple stakeholders 
whilst under pressure 

 Excellent attention to detail 

 Strong computer skills 

 Excellent interpersonal skills and ability to work as part of a team 

 Solution orientated with a willingness to ‘get the job’ done 

 Superb computer skills; including Microsoft Office Suite, systems and email. 

 
Application 
 
In order to make your application for this position, please forward your resume and a cover letter 
briefly demonstrating how your experience is applicable to this position as outlined in the criteria 
below. Please note, applications which do not address the selection criteria will not be accepted.   



 
Applications close of business 5pm, Monday 25 June 2018 
 
Please forward your application to: recruitment@sydneytheatre.com.au 
 
* Must be Australian resident or hold current, appropriate working visa 
 

Job Description 
    

 
Position title:  Artistic Administrator 
         
Reports to:  Senior Producer 
  

Job overview  
 
The Artistic Administrator is responsible for co-ordination of the Company’s planning, 
performance and venue scheduling, and coordinating STC’s artist development programs, as well 
as supporting the Artistic and Producing teams on other projects as required. 
 

Key Responsibilities 
 
The role is responsible for the above outcomes through activities which include: 
 
Programs and Creative Works 
 

 Coordinating the company’s artist development programs, which include the Emerging 
Writers Group, the Patrick White Award, and skills development initiatives. This includes 
developing budgets and schedules, and contracting artists  

 Producing STC’s Rough Drafts creative development program 

 Administering APRA music rights approvals for all productions 

 Administering other media rights approvals for productions as required 

 Attending performances, including outside ordinary hours where necessary  

 
Planning and Scheduling 
 

 Developing, maintaining and distributing performance schedules for all mainstage, Education, 
Rough Drafts, workshops and touring productions 

 Managing the booking of the company’s rehearsal and performance spaces and maintenance 
of the company diary 

 Liaison with external venues (e.g. Sydney Opera House) in consultation with the Senior 
Producer 

 Coordinating artist involvement in annual season photo shoots 

 Proofing the performance pages of the annual season brochure and other company 
publications 
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 Supporting the company’s Artistic and Producing teams as required 

 

Workplace Health & Safety 
 
For the purposes of the Workplace Health and Safety Act and Regulations the Artistic 
Administrator must ensure that she/he: 
 

 Takes reasonable care of the health and safety of themselves and others. 

 Works in a safe manner and follows procedures introduced for his protection. 

 Participates in any training or education necessary to enable him to work safely including 
familiarisation with the STC’s WH&S Policy. 

 Reports any unsafe work practices or conditions to his supervisors 

 Cooperates with Sydney Theatre Company in their efforts to comply with workplace health 
and safety requirements. 

 

Environmental Sustainability  
 
To support the Company’s vision of becoming the world’s most sustainable theatre company, the 
Artistic Administrator must ensure that she/he: 
 
 Takes reasonable steps towards minimising the environmental impact of their role and that of 

the Company; 

 Works in an environmentally responsible manner and follows procedures introduced to this 
end; 

 Participates in any training or education necessary to enable them to work sustainably 
including familiarisation with the Company’s various green policies; 

 Brings to the attention of the internal Green Team any situations or practices that could be 
improved in relation to environmental performance; and 

 Co-operates with Sydney Theatre Company in their efforts to lead in the area of 
environmental sustainability. 

 

 
Other information 
 

Key relationships Capabilities and competencies 



 Senior Producer 

 Artistic & Producing team 

 Artistic Director 

 Executive Director 

 Literary Manager 

 Resident Artists 

 Casting Department 

 Stage Management & Production 
Management 

 External stakeholders: including 
but not limited to venues (e.g. 
Sydney Opera House), other arts 
organisations, creatives and 
actors 

 Minimum 2 years’ experience in arts administration 
or producing 

 Knowledge of the performing arts in Australia and 
internationally 

 Demonstrated ability to multi skill, manage 
workloads, schedules and multiple stakeholders 
whilst under pressure 

 Excellent attention to detail 

 Strong computer skills 

 Excellent interpersonal skills and ability to work as 
part of a team 

 Solution orientated with a willingness to ‘get the job’ 
done 

 Superb computer skills; including Microsoft Office 
Suite, systems and email. 

 
This job description describes the broad scope of the role and is not an exhaustive list. It may also 
change from time to time with due consultation to meet the changing needs of the business. 
  
 
 
     


