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The Cultural Coordinator is responsible for the efficient and effective co-ordination of the SIS cultural program associated with the delivery of a professional service to school coordinators, students and external consultants.  The Cultural Coordinator will actively promote and maintain the association’s cultural program.  The Cultural Coordinator reports to the SIS President and liaises with the Executive Officer of the SIS to enact the SIS cultural program.
1.0 
Specific Responsibilities
The specific responsibilities of the Cultural Coordinator are:
1.1 Administration

1.2 Event Management
1.3
Liaison within and outside SIS
1.4
Other duties as directed

2.0
 Specific Tasks 
2.1 
Administration
The Cultural Coordinator:
· Prepares agendas, convenes meetings and circulates minutes for meetings of SIS Coordinators
· Arranges catering, as required
· Acknowledges individual student excellence and prepares certificates 
· Accurately records appropriate archives
· Prepares reports for Principals’ and information for Executive Secretary, as required
· Continues to develop the cultural program and will represent SIS at Cultural meetings
· Refers accounts to Executive Officer for payment
2.2
Event Management
The Cultural Coordinator:
· Will plan, co-ordinate, attend and review the cultural program of events:

· Art & Technology Exhibition

· Book in a Day Championship
· Chess Championship
· Debating Championship
· Drama Workshop & Theatresports™ Championship
· Performing Arts Concert

· Public Speaking Championship
· Teen Chef Championship
· Arranges and books external and school venues

· Arranges and books external consultants
· Prepares information for each event
· Liaises with the host school representative
· Ensures Child safe requirements and risk management procedures are in place
· Arranges the distribution of trophies
· Provides schools with final results of competitions
· Provides information for review of events to appropriate forums
· Will engage in the continuous evaluation of the cultural events, together with a preparedness to be innovative in this space.
· Works with the SIS President and the SIS Principals to structure the annual cultural program
2.3 
Liaison within and outside SIS
The Cultural Coordinator: 
· Promotes a spirit of co-operation and fairness amongst staff, students and external consultants 

· Will have the ability to gain co-operation and assistance from school Coordinators, students and external consultants 
· Develops and maintains appropriate links with key stakeholders (staff, external consultants) to communicate upcoming events and to solicit/manage event feedback 

· Will have the ability to gain co-operation and assistance from school Coordinators, students and external consultants 
· Provides relevant information to school Coordinators and Principals
· Maintains a strong working relationship with the SIS Executive Officer
Requirements:

It is essential to have a current driver’s licence, Working With Children Check or VIT Registration, and be able to arrange flexible working days/times within each fortnight.
Classification:
Victorian Catholic Education Multi Enterprise Agreement (VCEMEA) 2018, 

Education Support Staff, Category B, Level 2

Appointment:
Part-time, 3 days per f/n

Key Selection Criteria:
· Excellent communication and interpersonal skills

· Able to build and maintain good working relationships 

· Quality administrative skills

· Experience in Microsoft Office including Excel, Word, Outlook

· Excellent organisational skills

· Attention to detail and the ability to prioritise workload
Our Association is committed to the safety, wellbeing and protection of all children in our care.
