
 
 

POSITION DESCRIPTION 

MARCH 2021 

 

LEVEL 2, 377 LONSDALE STREET, MELBOURNE VIC  3004  / PO  BOX  10  FLINDERS  LANE,  MELBOURNE  VIC  8009 ABN 
41 058 535 863 / +61 9662 4242 / WWW.RISING. MELBOURNE  

 

 

  
ROLE: ARTIST AND SECTOR LIAISON 

TEAM:  FULL TIME, FIXED TERM UNTIL JUNE 11, 2021 
PART TIME FROM JUNE 14 TO JULY 9, 2021 

TEAM:  PROGRAMMING 

REPORTING TO:         DEPUTY EXECUTIVE PRODUCER 
 

SALARY RANGE:          $70,000 PRO RATA 

 

RISING  

RISING is a surge of art, music and ceremony in the heart of Melbourne.  

Taking the place of the Melbourne International Arts Festival and White Night Melbourne, RISING is a major cultural event for the 
Asia Pacific Region created by a diverse team of local, national and international artists and curators. 

RISING will begin on the evening of the total lunar eclipse in May 2021. Interlocking circles of experience and connection will radiate 
through the night, as the city re-synchronises and is re-energised with public art, performance and music spanning the emerging and 
iconic, the epic and intimate. 

The inaugural festival will take place 26 May—6 June 2021. 

https://rising.melbourne/ 

THE ROLE 

RISING’s ultimate goal is to serve artists and audiences in equal measure. We are seeking an Artist and Sector Liaison to join our team 
and help us realise our ambitious inaugural program. This role will be an advocate for RISING artists, local and interstate, ensuring they 
are treated as valued stakeholders, that their experience at RISING is fruitful and that their needs are represented within the broader 
sector. The position is suited to someone who is passionate about the artistic community and has at least 3-5 years’ experience in artist 
liaison or sector development roles, someone organised and friendly, and someone with excellent communication skills. 

 

DAY-TO-DAY, YOU WILL: 

 
ARTIST SUPPORT AND SECTOR DEVELOPMENT  

• In conversation with artist liaisons, the Deputy Executive Producer and the Executive Producer, ensure artists' needs are 
met and that artists are supported 

• Help realise the RISING team's vision for the artist lounge, ensuring artists feel welcome and that the lounge provides a 
genuinely relaxed and useful resource for artists 

• With the Executive Producer, the Deputy Executive Producer and the Brand and Commercial team, help design and roll-
out the process for gathering data from artists as required in terms of RISING data and artist feedback, during and after 
their engagement with the Festival, to improve artist experience in the future and assist with reporting requirements 

• Manage RISING's intersection with festival artists across the festival period. Communicate artist movements, feedback and 
needs with the organisation as appropriate, facilitating meetings and conversations if necessary, to ensure RISING staff are 
aligned with artists on the ground 

• Help devise and facilitate cross-artist opportunities to ensure the festival period is a genuine networking opportunity for all 
artists 

• Work collaboratively with project teams and artists to interrogate and devise a rich and relevant ancillary program for the 
festival  

• Collaborate with Program Assistant and the Brand and Commercial team to drive the process for providing artists with 
RISING materials, including gifts and information 

• Work closely with artists to ensure the sector is represented at their events, for example via ticketing and invitation lists in 
collaboration with the Ticketing & CRM Manager, the Executive Producer and the Deputy Executive Producer, including 
any community nights or community invitations with the Community Producer 

• Work closely with the Development team to help coordinate stakeholder opportunities with artists, ensuring meetings and 

http://www.rising.melbourne/
https://rising.melbourne/
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events are convenient, enjoyable, well facilitated and communicated 
• Contribute to the delivery of RISING’s FairPlay Equity Action Plan as appropriate for your role 

• Perform related duties as assigned, within your scope of practice 

 
 

ARTIST LIAISON AND LOGISTICS 

• Devise and deliver internal processes for booking artist logistics in conversation with the Deputy Executive Producer and 
the Executive Producer 

• Arrange interstate flight bookings, accommodation, ground transfers and freight 
• Manage schedules for all artists and companies, ensuring artists are well hosted on the ground and schedules are well 

communicated Internally 
• Liaise with the Corporate Services department to organise the distribution of per diems in a timely and convenient way 
• Coordinate the hire of the Artist Liaison team according to RISING's hiring policies and standards and manage their day-

to-day activities and processes 
• Maintain strong relationships with logistical and accommodation suppliers and help develop RISING's commercial 

partnerships as required in that space with the Brand and Commercial team 
• Manage the timely input into logistical areas of project budgets and the sector development budget as required within 

RISING processes 
• Communicate and collaborate with the Deputy Executive Producer and the Executive Producer to mitigate financial risk, 

accepting overall responsibility for all artist logistics and artist movements and maintaining overview of logistical insurance 
arrangements, ensuring the business has sufficient coverage (e.g. company travel insurance) 

• Using RISING's database, Artifax, record logistical data for the information for reporting and schedules 
• Manage the recruitment of the Artist Drivers and the process for scheduling driving services 
• Liaising with Deputy Executive Producer and Executive Producer and project Producers to advise how the artist liaison 

strategy is rolling out and to inform them of any logistical changes or late arrivals, reporting any issues with the Emergency 
Operations Centre (EOC) 

SKILLS YOU’LL NEED: 

• Communication skills—Excellent verbal and written communication skills with demonstrated ability to develop and 
manage key relationships 

• People skills—A friendly, approachable and respectful manner that considers the various communities and demographics 
that RISING hosts 

• Time management and planning—Experience in managing multiple projects, often with competing priorities 
• Budgeting—experience in budgeting process—creation, overview, tracking, delivery and reconciliation 
• Relationship/stakeholder management—Proven experience in managing internal and external relationships 
• Teamwork/collaboration—Demonstrated ability to work effectively in a team as well as on a self-directed basis

BONUS POINTS FOR: 

• Arts Sector experience—A well-developed understanding of the local and international arts and entertainment 
marketplace 

• Process Establishment—experience and interest in project management and reviews of internal methods, implementing 
changes as deemed necessary to align with a broader goal

KEY RELATIONSHIPS: 

• This role requires close cooperation with the Executive and Deputy Executive Producer, project Producers and the wider 
Programming and Production team 

• With RISING’s other departments as required, including Corporate Services, Brand and Commercial, and Development 
• The position must successfully develop and manage an extensive range of external relationships, including hotel, travel 

http://www.rising.melbourne/
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and ground transport suppliers and artists 

REQUIRED FOR SUCCESS IN THE ROLE: 

• Reliable and trustworthy—performs duties with honesty and integrity and is comfortable and experienced in handling 
confidential and sensitive information 

• Creative problem solving and initiative—able to identify and anticipate problems, discuss and implement solutions and use 
initiative to identify and develop ideas 

• Flexibility and openness—adapt to fluctuating workload and demands and to work collaboratively 
• Judgment and discretion—understanding of accountability and delegations of authority; able to exercise sound judgment 

in the interpretation and application of policy and procedures 
• Standards—establish and maintain exceptional standards of accuracy and integrity in all work produced 
• Cultural sector—an interest in the cultural sector and a capacity to convey enthusiasm for RISING's vision 

DESIRED RESULTS: 

• Artist experience—Positive experience for visiting artists and their engagement with RISING, measured through post-
festival surveys 

• Artist lounge and networking—Opportunities for artists to engage with RISING, the local area and the local sector are 
successfully delivered in a genuine and valuable manner 

• Project supplier experience—Positive experience for suppliers (internal and external), measured through feedback and/or 
post-event surveys 

• Budget management—Logistical and sector elements delivered on budget, with any adjustments required being managed 
and communicated appropriately. Measured throughout project delivery as part of budget review and reconciliation 
process 

• Project Systems—Project delivered adopting the festival systems, processes and database, producing well-presented project 
documentation and achievable timeline  

LOCATION: 

Subject to State Government COVID-19 travel and working from home (WFH) restrictions, the position operates from and is based 
at the RISING office, 2/377 Lonsdale Street Melbourne, with additional time spent in RISING venues and on the ground as 
required during festival time. 

 
RISING is a new festival aspiring to be a cultural leader in diversity and inclusion. We want our organisation and program to be a 
true reflection of our city representing people of diverse abilities, cultures and backgrounds. We encourage applications from First 
Nations people, those who are culturally and linguistically diverse, and people who have a disability or who are d/Deaf. 
 
If you have access requirements that will cause difficulty applying online and you need assistance, please call 03 9662 4242, Monday 
to Friday, between 9AM–5PM. We are only able to respond to accessibility enquiries at this number, for all other queries 
please email jobs@rising.melbourne.  

 

http://www.rising.melbourne/
mailto:jobs@rising.melbourne
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