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Intent of Position Description
The intent of this document is to provide a representative summary of the major duties and responsibilities performed by staff in this role. Staff may be required to perform job-related tasks other than those specifically presented in the description. Position descriptions may also be modified from time to time to reflect usual growth and change of role.

Role Purpose
Bell Shakespeare is seeking a dynamic, engaging and experienced administration professional to support the Executive Director (ED) and Artistic Director (AD). This role is responsible for the smooth running of the office of the Executives, including but not limited to diary management, internal and external communication, and the administration of travel and expenses.

This position also supports the broader company with travel arrangements, supports Bell Shakespeare Board administration as required, and ensures the smooth running of team meetings. 

Candidate description
The successful candidate will have strong written and verbal communication skills, they will be proactive and proficient in planning and organising, and have a proven record of punctuality, reliability and efficiency. The person in this role represents the office of the ED and AD, and it is essential that this person builds strong, constructive working relationships across the company, including with the Board, and upholds Bell Shakespeare’s core values in all their interactions.

Status
Full-time

Reports to
Executive Director and Artistic Director

Direct reports
None

Other key relationships
Senior Management Team; Bell Shakespeare Board; Operations Manager; Casting and Artistic Manager; the wider Bell Shakespeare community and industry stakeholders.

Key Result Areas 

	Key Result Area:
	1. General

	Key Tasks
· Manage diary, correspondence and files for the Executive Director and Artistic Director
· General office administration, including creating documents and managing correspondence
· Assist with the smooth running of the office as required – answering phones and other reception/administration tasks
· Draft communications, speeches and reports
· Coordinate communication, and engage directly with the Board of Directors
· Manage the ordering and restocking of the Company Green Room including kitchen supplies for staff and visiting artists
· Manage ED and AD monthly expense reconciliations, and any personal reimbursement claims including travel per diems
· Manage travel and accommodation for ED, AD, Senior Management Team, Board, and other members of the core staff as required
· Provide assistance to Marketing team for media enquiries regarding the ED and AD




	Key Result Area:
	2. Meeting Coordination

	Key Tasks
· Schedule and confirm all meetings – internal and external for the ED and AD
· Set and maintain regular series of weekly Senior Management meetings, including distributing the agenda to senior managers
· Set and maintain regular series of monthly staff meetings, including arranging and managing virtual meeting setup as required 
· Maintain a meeting schedule and ensure that any briefing materials for the ED and AD are prepared, scheduled, obtained and delivered in a timely fashion in advance of meetings
· Make arrangements for catering, bookings and meeting room setup as required
· Filter ED and AD correspondence, drafting responses when necessary
· Keep orderly records of all correspondence and related documentation
· Document and distribute meeting minutes and action items as required.




	Key Result Area:
	3. Support for the Board 

	Key Tasks
· Schedule all Board meetings yearly in advance, and distribute all Board and Board Committee papers in preparation for Board meetings
· Ensure Board and Committee members receive important dates at the commencement of each year, and well in advance of each meeting or event
· Determine Board member attendance at meetings
· Maintain appropriate Board and Board Committee meeting attendance records
· Ensure the Board receives all necessary Company information in a timely and professional manner, in consultation with the ED and Chief Operating Officer
· Provide administration assistance to the Chair and Chief Operating Officer
· Arrange and manage the virtual meeting setup required for Board meetings and Committee meetings
· Prepare Board papers and coordinate the collation and distribution of Senior Management Board Reports and Board papers



	Key Result Area:
	4. Function Coordination

	Key Tasks
· Attend Company activities during and out of office hours as required, including 
In The Rehearsal Room functions, opening nights and other events
· Schedule and manage Bell Shakespeare staff events as required




	Key Result Area:
	5. Database Maintenance

	Key Tasks
· Maintain VIP contacts database with particular focus on Local, State and Federal Governments, and the arts industry
· Manage ED and AD invitation lists for all opening nights and other Bell Shakespeare functions
· Compile Government mailing lists for distribution of Company information, annual diary dates and invitations




	Key Result Area:
	6. Company Participation

	Key Tasks
· Work as part of the Bell Shakespeare team to ensure that the vision and goals of the Company are supported and encouraged
· Actively ensure that the methodology and approach to all tasks is within the culture of the Company



Performance Criteria
	· Smooth operations of Company’s Executive Director and Artistic Director administrative functions
· High-quality documents produced
· Excellent diary management skills
· Professional presentation of office and welcoming of guests
· Excellent relationships with Senior Management and Board members



Authority / Discretionary Limits
	· Undertake purchases as required by the Executive Director and Artistic Director
· Authorise travel bookings as directed






Position Attributes

Skills, Capabilities and Experience 
Essential
· Previous experience working with senior executives
· Excellent written and oral communication skills
· Keen attention to detail 
· Excellent time-management and planning skills
· Ability to think strategically and creatively, and carry out responsibilities independently 
· Advanced diary and travel-management skills
· Advanced skills in Word and Outlook, and Intermediate skills in Excel and SharePoint
· Experience with Teams and Zoom
· High-level problem-solving skills, demonstrating initiative and drive

Desirable
· Experience working in the Arts
· Knowledge of Tessitura database

Behavioural Skills 
Essential
· Excellent communication and interpersonal skills
· Ability to work as part of a team
· Ability to think ahead and anticipate requirements
· An adaptable and calm approach 
· Ability to work autonomously
· Discreet and diplomatic

Other 
Essential
· Interest in the Arts
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