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	Contract Volunteer Co-ordinator
Position Description 


	CONTRACT LENGTH:
From mid-January 2011 to mid-April 2011 


	HOURS:                         100 Hours

                                        Festival Date:  1 to 9 April 2011


	REPORTS TO:               Festival Manager


	RATE OF PAY:              $2,000


	LOCATION:                  Art is…Festival Office – 43 Firebrace Street, Horsham


	KEY PURPOSE OF THE ROLE:

To recruit, train, support and coordinate a group of volunteers relative to the support requirements of Horsham’s major arts event - the Art is…under our sky 2011 Festival.


	KEY RESPONSIBILITIES:
1. Recruit through networks, Wimmera Volunteers and advertisement adequate numbers of volunteers to support events on the Art is…under our sky program
2. Orientate all volunteers to the Art is…festival and their role as a volunteer

3. Liaise with the Festival Manager, Administration Officer, Production Manager, Marketing Manager and Festival Executives to establish and maintain an up to date understanding of Festival information.
4. Gather all relative information required for volunteers of all events on the program by liaising with event organizers and Festival Manager.
5. Liaise with Wimmera Volunteers with regard to essential base line and safety information and resources to inform and educate volunteers 

6. Willingness to lead and direct volunteers in their roles, in order to develop and maintain a well supported and informed group of volunteers.
7. Report on the development and performance of the Art is…under our sky volunteer group.
8. Prepare a final written report on the Volunteer Group program.

9. Be informed and aware of Occupational Health and Safety issues, as a high priority and be willing to report same in a timely manner.


	QUALIFICATIONS:

1.  Good communication skills

2. Ability to help others

3. No other formal qualifications required

	INSURANCE:

1.   All volunteers are required to sign an Art is…festival membership form, which covers all volunteers under the Festival’s Public Liability insurance.

	KEY  SELECTION  CRITERIA:
1. Proven ability and experience in leadership
2. Ability to supervise and assist volunteers

3. Demonstrated understanding of the importance of volunteers in our community, and how to provide support for the contribution they make.

4. Strong understanding of Occupational Health and Safety standards and requirements.
5. Ability to work independently and as part of a team

6. Ability to demonstrate initiative

7. Ability to prioritize in a busy environment

8. A desire to work  in an exciting community arts environment


All applicants must include a comparison of their skills and experience against the Key Selection Criteria in their application.

Applications should be addressed to Marion Mathews, Chairperson, Art is…under our sky, PO Box 323, Horsham 3402.

Applications close 5pm Friday 14th January 2011.
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