
JOB DESCRIPTION 

NEWSTEAD HOUSE COMMUNICATIONS AND ENGAGEMENT OFFICER 
(Part time 3 days pw)

Job Scope:

This position will assist in the day to day operations of Newstead House (The House) including the coordination, promotion and control of events and programs for income generation and public relations purposes. As a key to achieving all outcomes, this position works closely with the Board, the Secretary-Manager, Friends of Newstead House (FON) volunteers and Government representatives.
Reports to: The Newstead House Board of Trustees through the Secretary-Manager Newstead House Trust
Key Duties:
1. OPENING  and CLOSING OF THE HOUSE

1) Responsible for the opening and/or closing of the House in conjunction with the Secretary-Manager.  

2) Co-ordinate the House roster to ensure that the House is adequately staffed at all times, including weekends.
3) Greet and farewell the FON, other community volunteers and workers each day before balancing the cash register and securing funds at the close of the day, deputising for the Secretary-Manager when required.
2. EVENTS

1) Organise and implement a diverse range of public programs to support and extend visitor access to Newstead House. 

2) Coordinate fundraising activities in conjunction with these events; 

3) Develop a communications and bookings procedure for managing all commercial hiring enquiries including wedding ceremonies, education and holiday programs and other on-site activities;

4) Act (when required) as host for special functions and scheduled special events at the House (weddings, bands in the park, guided group visits and morning/ afternoon tea/lunches); 

5) Meet and greet incoming tour group parties and student groups;
6) Ability to facilitate/lead education activities at the House and
7) Ensure that appropriate event protocols and OH&S requirements are communicated and adhered to by hirers and visitors.
3. MARKETING & PUBLICITY

1) Assist the Secretary-Manager deliver  projects focused on marketing Newstead House to the broader community;

2) Assist in the distribution of marketing and promotional material;

3) Develop relationships with and maintain a suitable database of prospective and existing donors to the House 

4) Manage and maintain the Newstead House website;
4. VOLUNTEER MANAGEMENT

1) Maintain close working relations with FON committee and volunteers to ensure optimal coordination of venue hire, tours, parties, wedding rehearsals and wedding days, equipment delivery and installation;

2) Work with FON to establish and maintain a volunteer management system that includes volunteer role descriptions and arranges availability of volunteer staff for  tours, education programs and events

3) Develop and maintain an orientation programme for volunteers and/or new staff members ;

4)  Establish relationships with organisations that can provide additional volunteer support i.e. UQ (History and Museum Studies Students), QUT and Griffith Universities (Education, ICT and Tourism faculties), Volunteering Queensland etc.

5. ADMINISTRATION 

1) Assist the Secretary-Manager in the preparation and submission of grant and sponsorship request applications and other proposals to relevant government, philanthropic and corporate bodies.

2) Assist the Secretary-Manager with Board meeting scheduling, drafting of agendas taking minutes and their distribution.

6. MAINTENANCE AND PROPERTY MANAGEMENT

In accordance with the practices and guidelines established by the Board, ensure the ongoing upkeep of Newstead House:

1) Adhere to established practices to ensure the ongoing well-being and conservation of the House.

2) Assist in the delivery of the Newstead House maintenance programme to ensure the tidy appearance, upkeep and maintenance of existing displays and public exhibition areas in and around Newstead House (including signage, cabinet displays, ICT, lighting, and furniture).

3) Liaise with the Board,  NHAP Conservation Architect and discuss with DEHP any site damage and repair concerns; 

4) Discuss and provide support to the Secretary-Manager and the Board regarding planning and property development works;

5) Oversee the efficient and proper use of the House for events and as required provide assistance to individuals/groups hiring the House, including but not restricted to, the opening and closing of the House.

6) Assist setting out and packing away education/holiday program resources used by visiting groups.

7) Organise and be the contact person for the cleaning and maintenance of the House (commercial cleaners, electrician, plumbers, and gardeners);

8) Discuss any potential areas for improvement, enhancement or conservation of the House with the Board and NHAP Conservation Heritage Architect.

Key Relationships:

· Newstead House Board of Trustees (the Board) 

· Newstead House Secretary Manager (Secretary-Manager)

· Newstead House Advisory Panel (NHAP)

· Friends of Newstead House Committee (FON)

· Bookkeeper 

· Volunteers

· The Department of Environment and Heritage Protection (DEHP)

· Community Organisations and groups

· Sponsors.

Working Hours

In consultation with the Secretary-Manager, a work schedule will be negotiated to enable the opening of the House to the public and for events, seven days per week.  This roster should allow both parties the opportunity to attend the House on weekends and public holidays.

The Communications and Engagement Officer position is offered as a permanent part time appointment (3 days per week), subject to a satisfactory three month probationary period. The position attracts a fortnightly rate of $1203.05, similar to an entry level A03 in the public sector.

Mandatory Requirements:

The successful applicant is required to:

· hold a current Bluecard (Working with Children check) or be eligible and willing to obtain one. 
To Apply: 

Applicants are requested to submit a brief resume; contact details for 2 referees (one of whom should be your current supervisor); and a maximum 2 page written response outlining your knowledge, skills and experience relevant to the role by referring to the Key Duties.
Please submit your application by COB Monday 8 October 2012 to:

Attn. Nicole Mulholland
Heritage Unit
Department of Environment and Heritage Protection
PO Box 2454
Brisbane QLD 4001
 OR email to:
 Newstead House Recruitment (in subject line)
nicole.mulholland@ehp.qld.gov.au

For additional information please contact:
Fiona Hackett at Electus Recruitment 
T 07 3303 8481 M 0414 883 070 
E fiona@electus-recruitment.com   



