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P O S I T I O N  D E S C R I P T I O N  
 

Position: Head of Programming  
 

Work location(s): Geelong Arts Centre, 81 Ryrie Street, Geelong   
Administration Office, 22 Malop Street, Geelong  
Costa Hall, Deakin University, Waterfront Campus, Geelong  
 

Terms of engagement: Permanent Full Time 
 

Hours of work: 76 hours per fortnight 
 

Classification: GPAC Enterprise Agreement – Administration Grade 5.2 ($89,110  
- 94,821) 
 

Terms & conditions: GPAC Enterprise Agreement 2020 and its successors 
 

Approved by: Chief Executive Officer (CEO) 
 

Date: 
 

Occupant: 

 
9 June 2022 
 
Vacant 

 
P O S I T I O N  O B J E C T I V E S   
 
The Head of Programming is responsible for the planning, development, and delivery of Geelong 
Arts Centre’s curated programs in response to the Centre’s artistic vision and strategy. Reporting to 
and working in close collaboration with the CEO and Creative Director, the Head of Programming 
sits as part of the Executive Leadership Team, providing input to the creative strategy underpinning 
activation of the Centre’s spaces (including utilising external and digital platforms), to promote a 
thriving, aspirational, diverse and innovative Creative Industries sector in the Geelong region. 
Through implementing robust evaluation mechanisms and working with the Marketing and Insights 
team, this role contributes to audience development and increasing cultural and artistic access and 
participation in Centre programs. 
 
Leading a small team of dedicated creative producers, the Head of Programming provides 
management support, guidance and coordination across the programming streams of Youth, 
Families and Creative Learning and Community Access, Inclusion and Participation programs. The 
incumbent takes an active leading role in the planning and producing of the Centre’s Presenter 
programs including the theatre season, development of new works and Creative Engine projects.  
 

O R G A N I S A T I O N A L  C O N T E X T  
 
Geelong Arts Centre is one of eleven Victorian State Government owned creative organisations 
under the umbrella of Creative Victoria. Since opening in 1981, Geelong Arts Centre has made 
significant artistic and cultural contributions to Geelong and the surrounding regions. Geelong Arts 
Centre is currently undergoing a period of exciting and dynamic change, in order to meet the 
cultural needs of a growing population and help secure Geelong’s position as a global city. The 
Victorian State Government, through Creative Victoria, has committed funding for three stages of 
capital development. Stage One – the refurbishment of The Playhouse Theatre was completed in 
2010, Stage Two - the Ryrie Street Redevelopment ($38.5m) was completed and opened to the 
public in November 2019. The Geelong Arts Centre’s Little Malop Street Redevelopment ($140m) 
commenced in 2019 and is planned for completion in 2023. This investment will result in a world-
class arts facility becoming the cultural heart of Geelong and the G21 region. 
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O R G A N I S A T I O N A L  R E S P O N S I B I L I T I E S  
 
Contribute to the delivery of the Geelong Arts Centre’s Strategic Plan (2021-2022), through aligning 
work force planning to strategic priorities and contributing to the development of our future strategic 
plans while exemplifying the organisation’s values. 
Geelong Arts Centre has a focus on art and community. We are driven by inspiring growth in 
activity, innovation, outstanding spaces, and creatives. 
 
VISION  
The creative heart of Geelong: an artery between creative industries and community to global 
thinking and extraordinary experiences 
 
PURPOSE 
Geelong Arts Centre is focussed on creativity and community. We are driven by inspiring growth in 
activity, innovation, outstanding spaces, and creatives. We aim to foster creative growth in a region 
renowned for its artistic energy and engagement. 
 
VALUES 
We are committed to: 

• Integrity – building local relevance and trust with stakeholders  
• Inclusion – multiple audiences, being a welcoming place to gather, championing diversity 
• Ambition – understanding our place in the ecology and grasping opportunities  
• Transparency – open, accountable, and committed to receiving feedback  
• Respect – a diversity of ideas, contemporary thought, and world views. 

 
The Geelong Arts Centre is committed to: 

• The Victorian Government child safe standards and requires all staff to comply with its 
Child Safe Code of Conduct.  

• Occupational health and safety (OH) in the workplace and require you to take reasonable 
care of your health and safety and the health and safety of anyone else who may be 
affected by your acts or omissions in the workplace. You are expected to work within 
Occupational Health and Safety Act, regulations and codes of practice and the Centre’s 
OHS policies and procedures at all times 

 

O R G A N I S A T I O N A L  R E L A T I O N S H I P S  
 

Reports to: CEO and Creative Director  

Directly supervises: 

 
Senior Producer/s, Producer/s, Associate Producer/s and support 
team as required 
 

 

Internal liaisons:  
 

Executive leadership team. All Centre teams, in particular 
Marketing/Insights, Production and Presenter Services 

 
 

 

External liaisons: 

National and local arts sector presenters, agents, promoters and 
artists. Key partners and sponsors. Corporate sector event 
managers and production personnel. Industry networks including 
Managers from theatre companies and cultural centres. Artists, 
performers, community groups, government. 

  

 
  



 

 3 
 

K E Y  R E S P O N S I B I L I T I E S  
 
1 People and teams  

• Lead, support, develop and manage the Programming team, fostering a strong sense of 
teamwork and cooperation, to ensure the artistic program is delivered 

• Encourage and facilitate clear communication and collaboration between the Creative 
Director and the Programming team  

• Support the CEO and Creative Director and contribute to the creative vibrancy of the 
organisation through both strategic and operational input 

• Collaborate closely with other teams to safely deliver cost effective, compliant, and 
successful programming and events and contribute to a positive culture 

 
2 Creative program management 

• Provide input to the creative strategy that underpins activation of the Centre’s spaces, 
including utilising digital platforms, professional networks and artistic partnerships, to 
promote an innovative Creative Industries sector in the Geelong region  

• Support and contribute to the realisation of the artistic vision, strategy and objectives 
developed by the CEO and Creative Director through: 

o Researching, reviewing and recommending artistic product to the CEO and 
Creative Director, including theatre productions across all ages and genres, the 
development of new work and activation of spaces 

o implementing a curatorial framework to build a broad audience, balancing GAC 
Presents works and complementing all other activity in the Centre 

o Coordinate the development and production of an outstanding artistic program 
including: 

 Theatre program and new works 
 Leading a commitment to First Nations programming 
 Youth, families, creative learning and seniors’ programs 
 Creative Engine projects 
 Community access and inclusion programs 
 Diversity, Access and Inclusion 

• Working with the Marketing and Insights team, implement robust evaluation mechanisms 
and review data to support audience development and increase cultural and artistic 
access and participation 
 

3 Programming and Creative Engine 
 

• Overall responsibility for development, planning and producing of the Centre’s curated 
Presenter program  

• Produce and manage all aspects of GAC Presents activity including working with artists, 
developing budgets, input to marketing, negotiating and managing contracts, monitoring 
and reporting 

• Proactively work with individuals and groups within the arts and community sectors to 
develop deliver, and co-commission projects which support local artists and promote a 
thriving Creative Industries sector in Geelong 

• Recognise, support and champion all programming coming into the venue, as well as 
understand and work with venue hirers and local theatre companies 

• Develop and encourage new presentation and collaboration models 
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4 Creative learning, community and participation  

• Working in close collaboration with the Senior Producer, provide business and team 
leadership, as well as artistic and curatorial support for the development and 
implementation of the Youth, Families and Creative Learning program to ensure it 
achieves objectives 

• Support and manage the team to develop and produce artistic and experiential programs 
with a strong focus on youth and community access/participation and building pathways to 
Creative Industries for young people 

• Through the work of the Senior Producer and team, enable and build the Centre’s 
connection, engagement and collaboration with communities, including First Peoples, to 
ensure authentic inclusion, access and broad participation 

• Ensure development, implementation and monitoring of inclusion and access policies and 
plans including the Reconciliation Action Plan, Child Safety Policy, Disability Action Plan 
and Work Experience Program 
 

5 Corporate support  

• Work collaboratively with the Marketing and Development team and the producing team to 
ensure artistic concepts and marketing strategies are reflected in campaigns and that data 
and insights are used in planning future programming initiatives 

• Develop, monitor and report on budget performance for the Centre’s curated Presenter 
activity and Creative Engine 

• Fulfil corporate planning, administrative, funding, budgetary and risk management 
responsibilities with a focus on evaluation and continuous improvement. 
 

A C C O U N T A B I L I T Y  A N D  E X T E N T  O F  A U T H O R I T Y  
 

• The delivery of the Centre’s curated presenter programs and Creative Engine according to 
the approved plan and artistic policy 

• Maintaining and growing audiences, increasing access, inclusion and participation  
• The financial delegation for this role is in accordance with the Trust approved delegations 

in force at any given time 
 

Q U A L I F I C A T I O N S  A N D  E X P E R I E N C E  
 
Essential 

• Substantial relevant experience in a senior producing, programming and/or management role 
in a performing arts organisation, including experience leading staff 

• Demonstrated knowledge and experience in developing and implementing programming 
across a range of art forms, in particular specialist knowledge of the performing arts 

• Ability to analyse data insights and recommend artistic product that is relevant, creative and 
challenging for existing and new audiences 

• Proven ability to manage a range of projects simultaneously and deliver agreed outcomes 
within established timeframes  

• Demonstrated experience in end-to-end project management of presenter programs including 
contract negotiation and working with funding bodies  

• Thorough knowledge of and genuine involvement with networks in commercial programming, 
relevant arts festivals, venues, arts centres and artistic companies 

• Demonstrated financial management skills including price setting, budget development, 
financial monitoring and cost control  

• Well-developed administrative, reporting and presentation skills  
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Desirable 
 
• A relevant tertiary qualification  
• Strong relationships with the Geelong and/or Victorian arts and cultural community.  
 
Personal attributes 
 
• Ability to lead and support a small team of high performing creatives, maintaining high levels of 

collaboration, enthusiasm and artistic diversity  
• Excellent verbal and written communication and presentation skills 
• Demonstrated entrepreneurial flair and commercial acumen  
• A team player who engages collaboratively and influences team members, leaders, 

stakeholders and peers to meet objectives  
• Be a champion and advocate for the programming team and the work of the programming 

team 
 
Special characteristics  
 

• A component of evening and weekend work will be required as part of the normal hours of 
duty for this position.   

• This role is based predominantly onsite in Geelong. Flexible working hours and an 
element of working from home will be considered as part of our Flexible Working Policy 

• Geelong Arts Centre requires that the incumbent for the position of all roles must undergo 
pre-employment identity checks and both National and International Police Checks (if 
spent more than 2 years overseas). Any unspent convictions must be disclosed prior to 
appointment, or the offer of employment may be revoked. Ongoing currency relating to 
police checks must be maintained for the duration of employment.  

• Working with Children Check 
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