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Job title Executive Director and co-CEO

Location Melbourne, Victoria (CBD based offices)
Role type Full-time, ongoing (3-4 year KPIs)

Salary $65,000 per annum plus 12% superannuation
Reporting to EWF Chair and Board of Directors

Lateral relationships Artistic Director/co-CEO, external stakeholders,
The Wheeler Centre resident organisations

About EWF

The Emerging Writers’ Festival (EWF) is one of Australia’s most established and well-respected
literary festivals. We exist to develop, nurture and promote Australia’s new writing talent,
creating platforms for connecting writing communities and their audiences. Through the
flagship festival in Melbourne and an annual program of events, EWF provides opportunities
for emerging writers to develop professionally, and supports them to engage new and larger
audiences. We are a place where creativity and innovation are celebrated, where new talent
is nurtured and where diverse voices from across Australia are represented. These aims are
reflected in an annual program of events for emerging writers, editors, publishers, literary
professionals and members of the broader reading and writing community.

About the Role

The Executive Director is responsible for leading EWF’s operations, overseeing the logistics,
finances, human resources, governance and day-to-day management of the organisation.



The role works collaboratively with the Artistic Director/co-CEO (who holds responsibility for
EWF’s artistic vision and curating the Festival's programs) to implement EWF’s strategic plan,
maintaining best practice processes and overall organisational compliance, while ensuring
the organisation’s sustainability. The Executive Director plays a leading role alongside the
Organisation’s Treasurer and Bookkeeper in maintaining EWF’s strong financial position
through the disciplined management of budgets, financial reporting and securing/acquitting
grants.

The Executive Director also leads philanthropic stewardship of EWF’s existing donors
(Bookmarkers) while closely overseeing the Marketing & Philanthropy Coordinator’s work
securing new avenues of revenue. Side-by-side with the Artistic Director/co-CEO the Executive
Director also helps to develop and maintain strong and meaningful relationships with
industry partners and external stakeholders.

Both co-CEOs and the organisation's Board are responsible for ensuring EWF remains an
inclusive, safe and fun place to work for all staff, contractors and volunteers. Both co-CEOs
are responsible for reporting to the EWF Board on a regular basis and working closely with
the board to meet the vision and outcomes of the Organisation.

This is a rare opportunity for an emerging arts leader to develop the above skillset and further
skills at an executive level while gaining experience managing one of Australia’s premier
literary festivals. The role would suit an ambitious all-rounder with an interest in delivering
artistic events and festivals who is looking to take the next step in their career. Leadership
experience is desirable, however enthusiasm and passion for who we are and what we do is a
must.

Key role responsibilities

Leadership & Management

- Incollaboration with the Board and the Artistic Director, develop and implement the
organisation’s strategic direction and business plans in line with EWF’s purpose, goals
and values;

- Establish and maintain good working relationships with the management and other
residents of The Wheeler Centre;

- Hire, manage and support the organisation’s staff by building a cohesive, rewarding
and supportive EWF workplace culture;

- Develop and execute organisational procedures and systems for staff and festival
personnel including annual timeline of events / deadlines, working contracts,



agreements etc and oversee other administrative processes in a manner that supports
EWF’s artistic aims;

- Beresponsible for developing and maintaining relationships with key stakeholders,
including all levels of government, funding bodies and sponsors;

- Manage and direct relationships with government funding bodies including the
application, reporting and acquittal of all Australian government grants and
engagement of any government speakers / personnel;

- Ensure a caring team atmosphere, and space for professional development is
maintained;

- Be aspokesperson for the organisation and advocate for EWF’s community of artists
and staff.

Business & Governance

- Manage all aspects of the day-to-day operations of EWF, its people, systems and
resources including purchasing office supplies as needed, collecting mail etc;

- Develop and execute organisational procedures and systems for staff and festival
personnel including annual timeline of events / deadlines, working contracts,
agreements, logistic risk management plans of EWF events etc and supervise any other
administrative processes in a manner that supports EWF’s artistic aims;

- Ensure all governance and legal obligations are met including Board governance
needs, and requirements of the ACNC, the Australian Taxation Office, WorkSafe
Victoria, insurances and DGR reporting liabilities;

- Alongside the Artistic Director and wider EWF team; evaluate all EWF events including
overseeing annual surveys of artists and attendees, and compiling detailed reports for
partners, Board, donors etc;

- Alongside the Artistic Director prepare written ‘co-CEO Report’ for regular EWF Board
meetings;

- Attend regular Board meetings and strategic planning sessions and report as requested
on the operational progress of EWF;

- Prepare jointly with the Artistic Director an Annual Report at the end of each Festival /
program detailing activities and strategic partnerships, including recommendations for
the organisation / Festival’s future;

- Ensure a small amount of annual promotional material is retained in office for archival
purposes.



Finances & Philanthropy

Work closely with the Treasurer of EWF - and any bookkeepers, auditors and other
financial advisors - to ensure the financial health of EWF;

Work with EWF’s Bookkeeper to execute financial processes including payroll, revenue
recognition, tax reporting, accounts payable, accounts receivable; and manage annual
audit;

Oversee the development of the financial framework for EWF in collaboration with the
Artistic Director and the Treasurer i.e. the budgeting and purchasing of administrative,
artistic and technical areas of the Festival and organisational operations / resources;

Develop and track the annual budget and project budgets of EWF to ensure that
expenditure is in line with Board approved budgets for all activities;

Prepare and present monthly Financial Reports for the Finance sub-Committee
(overseen by the Treasurer);

Be responsible for all petty cash taken during programs / events, including counting
and banking;

In collaboration with the Artistic Director and Board members, coordinate and identify
fundraising / sponsorship programs / grant opportunities, preparation of grant
applications and major sponsorship proposals;

In collaboration with the Artistic Director and Marketing & Philanthropy Coordinator
manage and maintain relationships with current and potential sponsors / donors and
Festival partners;

Work closely with the Marketing & Philanthropy Coordinator to maintain and grow
EWF’s philanthropic efforts- and lead the vital stewardship of EWF’s regular ongoing
donors (EWF Bookmarkers);

Monitor all purchases for EWF programs / events, including specific event materials,
technical hires, business supplies / resources and program expenses, on a transparent
and value-for-money basis.

Staff Management & Human Resources

Develop, and ensure compliance with all policies and procedures relating to the
organisation and its stakeholders, including all staff, contractors and artists;

In conjunction with the Artistic Director, (Marketing & Philanthropy Coordinator and
Operations Manager when required), oversee the recruitment and onboarding of all
contractors and volunteers. Furthermore, manage and supervise direct reports,



contractors, volunteers, work experience participants and guest curators and report
any issues immediately to the Board Chair or Deputy Chair;

Develop and oversee role descriptions, employment contracts and letters of offer for
all contractors (paid and volunteer) as well as artistic personnel;

Lead staff recruitment alongside the Artistic Director and manage any legal
requirements including contracting, remuneration of staff, up-to-date staff record and
employment agreements;

Ensure regular EWF staff meetings, individual staff 2-on-1's and and other
communications are arranged on an ongoing basis;

Assist with any necessary debrief meetings / evaluation processes at the conclusion of
EWF programs / events;

Lead staff development, performance management and issues resolution; conduct
start of year / end of year performance reviews and exit interviews for staff (except for
the Artistic Director).

Key Selection Criteria

PLEASE NOTE: As this is a developmental position for an emerging arts worker, we are
interested in hearing from you if you believe you have the right attributes, and capability
to develop, and gain the related skills and experience over your time in this role.

We would love to hear about your development and application of the below skills and
attributes in personal, or community settings. We are keen to hear how you would envision
applying and developing these skills and attributes to the ED role at EWF.

The Executive Director will need to demonstrate:

A passion for the work of EWF and a keen interest in the organisation’s target audience
and mission.

Experience delivering artistic programs/events with demonstrated high-level project
management and problem-solving skills.

Proven capability for the disciplined management of finances with some experience in
the development and implementation of budgets and budget processes.

Highly-developed people management, leadership and teamwork skills, with
demonstrated experience in leading a team.

Demonstrated capability for managing relationships with stakeholders, including
securing, maintaining and working with partnerships and philanthropic relationships.



- Demonstrated ability to think strategically to achieve goals with a commitment to
long-term planning and vision.

The Executive Director should also demonstrate the following personal characteristics:

- Resilience, drive, high motivation.
- Willingness and ability to learn new skills, processes, and to take ownership of tasks

- Natural and authentic leader - highly ethical, assured in all environments, poised and
inspiring.

- Good listener, reflective and self-aware.

- Innately inclusive, creating a trusting and safe work environment.

- Curiosity and optimism about the future.

- Passion for storytelling in a variety of forms as well as the accessibility of arts and
culture for all Australians.

Conditions

- The Executive Director will be employed by the Emerging Writers’ Festival and will
work from the Festival office at the Wheeler Centre in Melbourne with
work-from-home as needed in consultation with fellow co-CEO.

- Extra work, including on-site and out-of-hours, will be required during festival periods
and at key points throughout the year.

- The remuneration for this position is $65,000 per annum plus 12% superannuation.

- EWF is committed to maintaining a flexible working environment; while this is a
full-time position, actual hours worked can be negotiated with the Board.

- EWEF strives to create a culture of ongoing learning and improvement and encourages
all staff to make the most of the available developmental opportunities that will be
offered/available whilst in this role. We also encourage self-led professional
development to further skills and knowledge and to this end; a modest professional
development budget has been set aside for this role of $1,500 per year as well as 5
days of paid Creative Leave per year.



How to Apply
- Only applications that address the Key Selection Criteria will be considered.

- Applicants must submit a cover letter addressing the selection criteria and why they
think they would be a good fit for the job, and a current CV. Applications must not
exceed six pages in total and must be submitted in one document (word of PDF) with
your surname as the file name.

Please submit your application to recruitment@emergingwritersfestival.org.au with the
subject APPLICATION: Executive Director

- Applications close Monday October 12th, 5:00PM AEDT. applications will not be

accepted.

- We encourage applicants to speak to the outgoing EWF Executive Director, Jes Layton,
via (jes.l@emergingwritersfestival.org.au) if they have any questions about the role.

EWF is an equal opportunity employer and provides a safe and inclusive space for all of its
staff and stakeholders. Aboriginal and Torres Strait Islander people, people with disability,
LGBTIQA+ people and culturally and linguistically diverse applicants are strongly encouraged
to apply for this position.
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