
 

COMMUNICATIONS MANAGER DUTY STATEMENT 
 

SALARY:  $38 per hour plus 
                                                          10% Superannuation contribution  
                                                          Workcover contribution 

                                   Pro rata, 6 weeks annual leave and 10 days sick   
leave  

 
  RESPONSIBLE TO:    Chief Executive Officer, Artback NT  
 
 LOCATION:    Artback NT, 8 McMinn Street, Darwin NT 0801 
 
 HOURS OF WORK:  22.5 hours / week                                                                      

 

RESPONSIBLE FOR: 

 
The Communications Manager will facilitate and administer 
communications and marketing systems, increase public awareness of 
the organisation and undertake a range of associated projects to 
promote Artback NT’s arts development and touring outcomes. 

 
The Communications Manager oversees the day-to-day management of 
Artback NT’s Facebook, Twitter and Instagram platforms, in addition to 
the website. The position also includes the delivery of media and 
marketing activities, implementing communication strategies to ensure 
awareness of and access to program information, as well as monitoring 
and evaluating outcomes. 

 
This position will work across the organisation in collaboration with the 
Chief Executive Officer and Program Managers. It is essential successful 
working relationships are established and maintained. 

 
There may also be one off projects available which would be in addition 
to the advertised hours. 

 
QUALIFICATIONS and EXPERIENCE: 
 

Extensive experience in marketing, media, public relations or 
communications. 
 

An appropriate tertiary qualification in the arts, arts management, 



 

journalism, communications, marketing, public relations or related 
discipline and/or a combination of equivalent experience and training. 
 

DUTY STATEMENT: 
 

Communications 
 

 Monitor, input and manage the organisation’s Facebook, Twitter and 
Instagram platforms 

 Update and maintain Artback NT’s contact database 
 Explore the potential to introduce new systems for mail outputs 
 Work with Artback NT’s graphic designer to produce invitations, 

promotional material, touring collateral, documents, reports and 
templates 

 Produce a quarterly newsletter using MailChimp 
 

Marketing 
 

 Maintain and monitor the organisation’s image, corporate and 
project brandings for consistency and correct logo use both 
internally and externally 

 Maintain, support and extend professional relationships with partner 
organisations as appropriate and as negotiated with the Executive 
Officer 

 
Media 

 
 Coordinate and facilitate media interviews, briefings and manage 

media inquiries 
 Build and maintain relationships with Northern Territory, national 

and arts based media outlets 
 In consultation with the Executive Officer, write and distribute timely 

media releases to media networks 
 

Website 
 

 Update Artback NT’s website on a regular basis 
 Source stories from Artback NT staff and artists to feature on the 

website’s ‘Behind the Scenes’ section – share these stories in the 
quarterly newsletter and social media platforms 

 
 
 



 

APPLICATION:  
 

CLOSING DATE: Sunday, 6 February 2022 
 

To apply: 
 
Applications must specifically address all the selection criteria below and 
should outline relevant work history and experience. 
 
Please feel free to send through any examples of relevant work.  
 
You will also need to provide a CV and at least three professional 
referees 
 
All applications are to be sent via email to ceo@artbacknt.com.au 
 
If you have any queries please contact Rebecca Renshaw: 
communications@artbacknt.com.au | +61 407 311 855 
 

SELECTION CRITERIA: 
 

Essential 
 

1. A passion for and a strategic understanding of social media and its role 
as a communications tool 

 
2. A high level of understanding of public relations, promotion and 

marketing techniques and conventions both online and off 
 

3. A thorough knowledge of WordPress and website conventions  
 

4. Knowledge of the Northern Territory’s media organisations and outlets 
 

5. Knowledge of the Northern Territory’s arts sector and funding bodies 
including government, philanthropic and corporate 

 
6. The ability to work effectively independently and in a team 

environment 
 

7. Strong strategic and planning skills combined with sound 
administrative skills and proven ability to meet deadlines 

 
8. Demonstrated capacity to understand the needs of an organisation 



 

that works cross-culturally 
 

9. High level computer, written and oral communication skills, with the 
ability to effectively relate to and communicate with diverse audiences 

 
Desirable 

 
1. A working knowledge of Photoshop is an advantage but is not essential 

 
2. Understanding of and an interest in the arts industry and relevant 

government legislation    
 

3. An awareness of regional and remote communities and the issues 
which affect their development 

 
4. The ability to assist with the editing of strategic documents and grant 

applications when necessary 
 

 
 


