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

 
Position Administration Support Officer  

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 Fixed term role in a full time (1.0 FTE) capacity until August 2023 

Hours of work 76 per fortnight 

Classification Geelong Arts Centre Enterprise Agreement 2021– Administration 
Grade  2.2 (Salary range $54,526 - $58,835, plus 10.5% 
superannuation) 

Terms & conditions Geelong Arts Centre Enterprise Agreement 2021-2024 and its 
successors 

Approved by Chief Executive Officer (CEO) 

Date August 2022 

Occupant Vacant 

 
 

P O S I T I O N O B J E C T I V E S 
 

The Administration Support Officer is responsible for providing high quality, team-based 

administrative service in a timely, accurate and effective manner. The role is part of the People 

and Culture Team and will support change management activities and projects in preparation 

for the re-opening of the little Malop Street arts facility. 

 
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 (2022-2025), 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 

Bold   We embrace the freedom to challenge the boundaries of our work 

Welcoming  Our smile celebrates inclusiveness and a shared passion for creativity 

Connected We are proactive in connecting to and engaging with the arts and wider communities,  

reaching out and facilitating exchange of ideas 

Ensemble Our team seeks to work ‘as one’, respecting and valuing the role and contribution of all 

 

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 

 

 
ORGANISATIONAL RELATIONSHIPS 
 

Reports to Manager People and Culture  
Directly supervises NA  
Internal liaisons  
Primary 
 
Secondary 

Directors, Managers and Coordinators 
 
All Staff 
 

 

External liaisons Live Performance Australia, Victorian Chamber of Commerce & 
Industry, Department of Jobs, Precincts & Regions (DJPR), 
Creative Victoria (CV), Victorian Public Service Commission 
(VPSC), Industrial Relations Victoria, Fair Work Commission, 
Victorian Managed Insurance Authority (VMIA), workers 
compensation insurer, legal advisors, financial institutions, HRIS 
and other vendors/service 
providers, consultants 
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K E Y R E S P O N S I B I L I T I E S 
 

1 Operational Readiness 
 

• Provide general administration support to assist delivery of operational readiness projects. 

• Support activities that assist to prepare the new arts facility to be operationally ready 

• Assist to curate materials and articles as part of the Little Malop Street’s communications 
plan. 

• Provide coordination support to stakeholders responsible for delivering key milestones 
related to operational readiness projects. 

• Support taskforce activities and reporting to ensure Transition to Operations Plan 
milestones are achieved. 

 
2 Workforce Administration 

 
• Provide administrative support for recruitment campaigns, including bulk recruitment 

projects; effective onboarding and induction practices as well as training and development 

programs to ready our staff for their new workspaces. 

• Support high-volume recruitment and selection campaigns using consistent and merit-based 

selection processes. 

• Support the preparation of routine HR documentation (such as job advertisements, job 

descriptions) ensuring consistent application of Geelong Arts Centre HR processes and 

technology. 

 

3 Onboarding and Induction 

 
• Undertake other duties or projects as reasonably requested. 

 

 
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 

 
1 Mandatory qualifications and experience 

 
• Professional qualification in Office Administration, Business, Business 

Administration, or related field, and/or equivalent experience 

• Experience working across multiple workstreams to align and drive towards a common goal. 

• A current Working with Children Check 

• Police Check results that are suitable for this position (this will be arranged by the 

Centre) 

 

2 Desirable 

 
• Experience in providing administrative support to large building projects and in helping to make ready new 

facilities and workspaces for resumption of business operations. 

• Experience in the design, delivery, implementation and evaluation of training and 

capability development programs and initiatives for individuals and teams. 

• An understanding of volume recruitment practices and inductions. 

• Project management experience 
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3 Special characteristics  

 

• A component of occasional evening and weekend work may 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 


