
 
 
 
Theatre North Inc 
 
POSITION DESCRIPTION 
 
Title: Marketing & Communications Coordinator 
Employment Status: 
Contract term: 
Department: 

Part time (0.5 FTE) 
Initial contract of 6 months from commencement 
Programs Team 

Location: Princess Theatre, 57 Brisbane Street, Launceston 
Issued: June 2021 
Salary: 20 hr/wk at $30/hr for the duration of engagement + 10% 

superannuation 
 
 

1. PURPOSE OF THE POSITION 
 
Theatre North Inc. is an anchor organisation within Tasmania’s performing arts landscape. 
As manager of Launceston’s Princess Theatre and Earl Arts Centre, Theatre North is at the 
heart of Northern Tasmania’s performance community. Apart from managing the venues for 
the City of Launceston Theatre North also programs an annual season of performing arts 
events. 
 
An exciting opportunity has arisen for an experienced person to join Theatre North’s team as 
the Marketing & Communications Coordinator. This role has been created to develop and 
implement Theatre North’s communication and marketing strategies to ensure effective, 
targeted marketing and messaging to all stakeholders. 
 
 
2. ROLE DESCRIPTION 
 

With responsibility for coordinating marketing and communications deliverables for a diverse 
range of hirers, the role of the Marketing & Communications Coordinator is key to growing 
the Princess Theatre and Earl Arts Centre as the premier managed venue in Northern 
Tasmania.  

The successful applicant will have a background in cultural/event-related marketing for a 
minimum of 3 years. They will have expertise in media campaigns, digital marketing 
including content production, database management, copywriting and promotions.   They will 
work closely with the management team to guide the continued development of Theatre 
North’s brand.   

They will be responsible for generation of effective campaigns and initiatives in an 
environment that is focussed on both commercial and community outcomes.   

They will be required to maintain positive and productive relationships with hirers, promoters, 
artists, stakeholders, community members and audiences.   



3. REPORTING RELATIONSHIPS 
 
The position reports to the Programs Manager. 
The position works closely with Ticketing, Box Office and administrative team members. 
 
 
 
4. KEY ACCOUNTABILITIES 
 
 To provide service to and build relationships with key stakeholders and the broader 

community e.g. commercial and community hirers, Friends of Theatre North, audiences, 
sponsors and other key partners 

 To ensure engaging, relevant, high standard cross-platform communication and 
marketing materials are developed to align with Theatre North’s strategic plan 

 To optimise the effectiveness of Theatre North's website, communications databases 
and social media platforms  

 To coordinate and execute marketing campaigns for a broad range of programs and 
events  

 To assist with the management of Theatre North’s program of events and functions 
 

 
5. KEY DUTIES 
 

Key responsibilities (75%) include: 

 drive the development of Theatre North’s marketing and communication strategy 
 coordinate & maximise return on venue-led marketing, for a diverse group of hirers 
 manage CRM systems & ensure quality communication between Theatre North, 

hirers and audiences  
 create and coordinate content for, and deliver, digital marketing across all relevant 

platforms including socials, website and third-party providers 

Other responsibilities (25%) include: 

 drive the marketing of individual Theatre North programs & performances 
 design & execute the in-house creation of promotional material 
 act as a spokesperson for Theatre North where delegated 
 collaborate with Theatre North staff on strategic planning and operations 

 
6. POSITION COMPLEXITIES 
 
 The person will be expected to adopt a flexible approach to work requirements and to 

undertake new or alternative duties as required.  This may include new technology 
usage, new work procedures and customer service delivery systems.  When changes 
involve the employee appropriate training will be provided. 

 Flexibility will be required in the management of spontaneous customer, staff and hirer 
requests. 

 The person may be required to assist at events or functions requiring variations to the 
weekly rostering of set hours.  

 



7. CORE ATTITUDES 
 
The Marketing and Communications Coordinator is expected to contribute to and comply 
with all Theatre North employment and operational policies, including but not limited to 
quality, safety, equity and the environment. The following core attitudes are expected from 
all Theatre North staff. 
 
Continuous Improvement and Success.  Set and expect high standards for yourself and 
others.  Be willing to learn new things and to increase your knowledge of Theatre North 
activities and processes. 
 
Initiative and Enthusiasm. Take self-directed action to do the job well.  Adopt a positive 
attitude towards one’s work or job.  Be aware that your level of enthusiasm can impact on 
others and influence the culture of the workplace. 
 
Customer Service Orientation. Maintain a customer focus and invest time and effort in 
understanding customer’s needs.  Ensure a customer first approach. 
 
Communication. Value and encourage communication between individuals, teams and 
work groups.  Share information and empower others through providing required information. 
 
Confidence and Respect.  Acknowledge, value and be confident in your own and others’ 
abilities.  Know your limits and seek assistance when needed.  In order to make change 
happen, it is important that you express your ideas and allow others an opportunity to 
express theirs in a supportive environment. 
   
Ethics. Be aware of and maintain high personal and Theatre North business standards. 
 
 
 
8. KEY SELECTION CRITERIA 

 
The successful candidate should be self-motivated, creative, schedule-savvy and confident. 

They should have: 

 demonstrated examples of delivering successful marketing campaigns over multiple  
platforms 

 substantive experience in the performing arts industry and/or arts and events 
environment 

 excellent communication and customer service skills including the ability to maintain 
effective interpersonal and professional relationships with staff and a wide range of 
internal and external stakeholders.   

 a keen interest in talking with people one-on-one 
 demonstrated ability to understand and explain data, insights and trends 
 demonstrated ability to write, design and distribute compelling material 
 evidence of leadership in a task-focussed working environment 
 Proven capacity to work effectively as part of a small team 

 
For further information contact Stuart Loone – Programs Manager 
stuart.loone@theatrenorth.com.au or Ph 03 63310052 
 
Theatre North Inc is an equal opportunity employer.  


