
  
 

ROLE DESCRIPTION  

ROLE TITLE:                                  NATIONAL TOURING SELECTOR PROJECT MANAGER 

CLASSIFICATION:                        ASO5 – ASO6 (DEPENDING ON SKILLS & EXPERIENCE) 

EMPLOYMENT CONDITIONS:  PART TIME CONTRACT 0.6FTE 

DIVISION: CREATIVE PROGRAMS 

LOCATION: PORT ADELAIDE 

DATE:                     27 SEPTEMBER 2016 

REPORTS TO: Creative Programs Manager ROLES REPORTING TO THIS ROLE: Nil 
 

ROLE PURPOSE: 
Maximise utilisation of the National Touring Selector (NTS) system by developing new business modules and implementing strategies to sell the NTS as a digital platform for national and 
international arts markets.  

KEY OUTCOMES OF ROLE: 

1. Attract national and international performing arts markets to NTS  
2. Attend conferences, markets and trade shows to promote NTS  
3. Develop new business modules for future platform growth and income generation 
4. Lead the implementation of new software modules in consultation with the sector and 

software developers 
5. Communicating regularly with software developers regarding bugs, issues and 

improvements through designated electronic channels 
6. Prepare budgets and business plans for NTS 
7. Contribute to the development of strategic marketing and communications plans 

8. Build Australian presenter memberships above current levels  

9. Generate invoices for memberships and services as required 
10. Activate new users, keep all profile data up to date and maintain high levels of data 

integrity 
11. Build, implement and deliver all markets (rounds) within the system and provide 

administrative support to each client arts market. 
12. Negotiate terms and rates for new markets’ access and usage of the system 
13. Attend to emails, phone calls, meetings in a timely manner and escalate any 

significant issues to the Creative Programs Manager or Chief Executive Officer  
14. Facilitate regular system communications with all NTS users and the wider sector 
 

KEY RELATIONSHIPS / INTERACTIONS: 

 Work with the CEO, Arts Programs Director, Creative Programs Manager, Arts Programming Manager and other members of the Executive and Creative Programs teams and administrative 
support staff. 

 Communicate regularly with existing NTS customers and organisations to grow and deliver key outcomes of the NTS 

 Work as part of a Regional Team to build and share knowledge that contributes to positive team culture and collaboration 

SPECIAL CONDITIONS: 

 Regular out of hours work will be required 
 Occasional intrastate and interstate travel will be required 
 Possession of current drivers licence 
 Whilst ideally the position would be based in Country Arts SA’s Port Adelaide Offices, the position may be located anywhere in Australia that has access to high speed internet and is within 

one plane flight to any performing arts market in Australia.   



 

 

KEY SELECTION CRITERIA:    
 

 Proven experience in achieving sales targets growth and follow ups on leads generation 

  

 Experience in working with website developers and other relevant IT staff 
 

 Proven ability to work with a multitude of digital platforms 

 

 Qualifications in arts, marketing, sales, and administration desirable 
 

 Direct experience in the arts industry and understanding of the arts in South Australia, 
nationally and internationally. 

 

 Ability to develop and maintain a network of contacts across government, industry and 
community sectors 

 

 Qualify prospect needs and align to a solution. Ability to identify, develop and nurture 
relationships with existing and new potential financial partners  

 

 Track record to manage concurrently multiple operational and promotional activities and 
experience in product presentations 
 

 Outgoing personality and drive to succeed  

 

 Ability to identify the implications of change in the external environment  
 

 Ability to cope with high volumes of work, identify priorities and deliver outcomes to 
meet deadlines 

CORPORATE RESPONSIBILITIES:   

Responsible for: 

 Keeping accurate and complete records of business activities in accordance with the 
State Records Act 1997. 

 Maintaining a commitment to the Public Sector Act 2009, Ethical Conduct and the 
legislative requirements of the Public Sector Act 2009 and Return to Work Act 2014.  

 Supporting and advocating Equal Employment Opportunity (EEO) and diversity in the 
workplace in accordance with EEO legislation.  In particular, maintaining a 
commitment to promote an inclusive workplace in support of Aboriginal and Torres 
Strait Islander people and other underrepresented groups. 



CORE COMPETENCIES & ASSOCIATED BEHAVIOURS EXPECTED:  

Supports and Implements the Strategic Direction 

  Understands the big-picture and contributes to the development of strategic direction  
  Understands, supports and promotes organisational goals and business objectives  
  Steers and implements change  
  Identifies, defines and solves complex problems relating to the teams work objectives  
  Identifies broader factors, trends & influences across the Public Sector that may impact on the teams 

work objectives 

 

Achieves Results 

  Makes effective use of individual and team capabilities and negotiates responsibility for work outcomes  
  Evaluates alternatives objectively, uses evidence, knowledge and experience to deliver the best result 
  Ensures compliance with Public Sector legislation, regulations and policies  
  Monitors project performance and takes action to improve the delivery of quality outcomes as required 
  Values specialist expertise and capitalises on the knowledge and skills of self and others 

 

Enhances Business Excellence 

  Actively supports implements and seeks new innovative initiatives and is responsive to change 
methodology. 

  Keeps abreast of market trends, developments and economic/ legislative changes to meet current and 
future organisational needs 

  Identifies learning opportunities. Gives timely praise and recognition. Deals with underperformance 
promptly, and works towards agreed performance standards  

  Embeds a strong customer  service ethos by understanding needs  
  Monitors expenditure, manages contract procedures and identifies the appropriate use of resources  

 

Cultivates Productive Working Relationships 

  Listens to, considers different ideas and discusses issues credibly and thoughtfully. Identifies other 
people’s expectations and concerns 

  Can identify conflict in situations,  acts sensitively, objectively and constructively to de-escalate conflict 
  Works collaboratively and shares information with own team and seeks input from others 
  Builds and sustains positive relationships with team members, stakeholders and clients 
  Confidently communicates messages in a clear and concise manner using appropriate language 

 

Exhibits Personal Drive and Professionalism 

  Acts with integrity & promotes consistency among principles, organisational values and ethical behaviour  
  Provides impartial and forthright advice. Challenges issues constructively and justifies own position when 

challenged. Acknowledges mistakes and learns from them  
  Persists and focuses on achieving objectives in difficult circumstances responding in a positive and 

controlled manner  
  Self evaluates performance and seeks feedback from others. Recognises how behaviour impacts on 

others. Committed to self development  
  Contributes to a culture that values and respects diversity and models this in all interactions  
  Ensures standards for the safety and wellbeing of self and others are maintained 

 


