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OFFICE ADMINISTRATOR
‘Arts, Culture & Community’

· Appointment – Contractor/ Part Time 
· Flexible hours average up to 10 hours per week, up to 36 weeks per year.
· Location: Work from Home 
· Meetings: On line and in person

About Arts Assist:
An independent, charitable, not for profit community organisation developing, nurturing, promoting & supporting artistic & cultural activities within the 
City of Wyndham

Arts Assists is an initiative of the Wyndham Community Cultural Foundation, who for more than 25 years has worked with local artists and community groups to promote cultural diversity expressed through creative projects in Wyndham

This is done by collaborating, networking & partnering with stakeholders to support individuals, creative community groups & collaborative projects. 

Our work assists in bringing artistic and creative endeavours by building community awareness and providing support grant funding 


About the Role:
Arts Assist is looking for an experienced, motivated, and well organised administrator to join our dedicated team.

This role is perfect for someone looking for an interest, who thrives on making a difference and is eager to contribute to the growth and success of local arts & cultural initiatives

Working autonomously and directly with the Board of Directors and the Arts Assist Task Group, you will play a crucial role ensuring the delivery of key projects and compliance of governance requirements.
 
Board Support: Reporting to the Chair, working with Directors on company matters and providing essential support helping to drive strategic goals

Community connection:	 Liaise with local community and other stakeholder; and grant applications relative to Arts Assist and its programs

Financial Knowledge:  Basic understanding of financial processes, including ability to interpret budgets, financial reports, payment of invoices





Office Administration: 
Oversee the weekly operations of Arts Assist,  helping to coordinate project activities, meetings, and other priorities, including governance compliance

Program & Project Management: experience and knowledge of coordinating projects and programs would be an advantage

Systems: Proficiency with cloud drives (e.g. Google Workspace); social media platforms and website administration.


About You:	
Your energy and drive will help bring people together to get things done. 
You will likely have a keen interest in local community and a passion or enjoyment of artistic expression. 
You will be an effective administrator, experience with office systems and online platforms. 

Above all however, you will be an engaging and positive individual who is self-driven, well organised and motivated to contribute to achieving Arts Assists strategic vision and goals

Interest in the Arts: 
Enjoy and appreciate arts and culture and desire to see these thrive in the local community. An interest or background in these areas is highly regarded, though not mandatory

Key attribute
Community Engagement: An understanding of the importance of local community  and the ability to engage effectively with community members

Team Player: Ability to work independently and collaboratively within a team, bringing positive energy and a proactive approach to problem solving


Join us at Arts Assist and be part of an inspiring journey to foster creativity, support local artists and enhance cultural experiences in our diverse community.
If you have further questions or would like to apply for this role, please send to:  hello@artsassist.org.au
using the subject line:  Office Administrator “


Applications & Expressions of Interest
addressing the skills, experience, and relevant qualifications, including a recent CV, 
by May 26, 2026
chair@artsassist.org.au  
WYNDHAM COMMUNITY CULTURAL FOUNDATION LTD (as Trustee for Wyndham Community Cultural Foundation Trust)
 Trading as ARTS ASSIST
P.O.Box 439, Werribee, Vic. 3030			www.artsassist.org.au
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