Position Description

Communications & Content Officer
21 hours/week (0.6 FTE) | 18-month contract (subject to funding)

About the Role

Arts Mid North Coast (AMNC) is seeking a creative and versatile Communications & Content
Officer to join our small, remote team. This is an 18-month contract (subject to funding
confirmation in 2028), working 21 hours per week (0.6 FTE).

This role is central to how AMNC tells its story. You will be responsible for creating original,
engaging content across all of our communications channels — written, visual, and social —
capturing the work of artists and communities across the Mid North Coast and bringing it to
life for our audiences.

We're looking for someone who is a confident writer and content creator, comfortable
managing our website, publishing events, news and opportunities, producing social media
content and short-form video for Reels and Stories, creating professional visual materials in
Canva, and keeping our e-newsletter fresh and engaging. You'll need to be self-directed,
adaptable, and genuinely interested in arts and culture in regional NSW.

Responsibilities

Content Creation — Primary

» Develop and produce original content across written, visual, and social formats that
reflects the voice, values, and strategic priorities of AMNC.

» Write compelling stories, news items, project updates, and artist profiles for use
across the website, social media, and e-newsletters.

» Capture and post short-form social content at AMNC events and activities, including
Reels and Stories.

» Draft and distribute e-newsletters via Mailchimp.

* Manage and update content on the AMNC website, including publishing events
listings, news items, grant and funding opportunities, and program information in a
timely and accurate way.

*  Work with the Executive Director and Projects Manager to develop a content
calendar that supports AMNC’s programs and communications priorities.

Social Media — Primary

* Manage AMNC'’s social media presence (Facebook and Instagram), creating and
publishing original content that is timely, engaging, and on-brand.

* Engage with our online community — responding to comments and messages in a
timely and professional way.

* Monitor and report on social media performance and analytics.



Graphic Design — Primary

Create visual assets in Canva to support communications, including social media
graphics, e-newsletter layouts, event collateral, and promotional materials.

Apply the AMNC visual brand consistently across all materials.

Maintain a library of reusable Canva templates to support the team’s ongoing
communications needs.

Media & Stakeholder Communications — Supporting

Support the Executive Director with media releases and stakeholder communications
as required.

Seek opportunities to enhance AMNC’s profile and coordinate publicity for projects
and events.

Skills and Experience

Essential

Demonstrated experience in content creation, including written content and social
media across multiple platforms.

Strong written communication skills — clear, engaging, and adaptable in tone and
style.

Confident creating short-form social content, including Reels and Stories, using a
smartphone.

Active experience managing social media accounts for an organisation, with a sound
understanding of Facebook and Instagram.

Proficiency in Canva for producing professional-looking digital and print materials.

Ability to work independently, prioritise effectively, and manage deadlines in a remote
environment.

Proficient in Microsoft Office 365 (Outlook, Teams, Word, Excel).

Current Class C Driver's Licence.

Reliable home internet connection sufficient for remote working, video conferencing,
and uploading digital content.

Experience managing website content using WordPress or a similar content
management system.

Desirable

Experience with Mailchimp or a similar email marketing platform.

Experience managing website content using WordPress or a similar content
management system.

Video editing skills using phone-based or desktop tools (CapCut, Adobe Premiere, or
similar).

Knowledge of Adobe Creative Suite or other design tools beyond Canva.
Interest in or connection to arts, culture, or the not-for-profit sector.



Conditions of Employment

1. This is an 18-month fixed-term contract, subject to funding confirmation in 2028. The
position is 21 hours per week (0.6 FTE), to be allocated where best needed within any one
fortnight period.

2. The position is responsible to the Executive Director and subject to the Policies and
Procedures of Arts Mid North Coast.
3. Remuneration is $40,840 pa pro-rata ($37.40 per hour) plus superannuation at the

current legislated rate, in line with NAVA rates for the role.

4. A home office allowance of $10.00 per week is payable to contribute to the cost of
internet, phone, and computer use. Arts Mid North Coast is also able to provide a laptop if
required.

5. All AMNC staff work remotely. The incumbent is expected to be based on the Mid
North Coast (anywhere between Port Macquarie & Coffs Harbour LGAS) and must have
their own phone and internet connection. Where travel is required, a mileage allowance
based on ATO rates will be paid on presentation of approved mileage records.



