Job Description – Qld Administration Coordinator
Job Details
Job Title: Qld Administration Coordinator
Reports to: Qld State Manager
Location: Brisbane, Meanjin, on Turrbal and Yuggera country
Appointment type: Permanent Part Time (0.6FTE) – hybrid & flexible working arrangements available
Salary: $34,000 base + super (0.6 of $56,000 FTE)
Our Vision
A music-rich future for all Australians.
Our Purpose
To connect all Australians to powerful music which awakens the spirit.
Our Mission
With chamber music at our core, Musica Viva Australia creates memorable musical experiences for audiences and musicians at every stage of development.
About the Role
This position reports to the QLD State Manager and works closely with the QLD State Coordinator.
The team represents Musica Viva Australia (MVA) in Queensland and builds relationships with teachers, subscribers, donors, artists and stakeholders.
Responsibilities
Provide logistical and operational support for Musica Viva concerts in Queensland.
Coordinate state-based MVAIS telemarketing activity.
Communicate with schools via phone and email.
Coordinate concert invitations and manage RSVPs.
Update CRM (Tessitura).
Process school bookings and assist with invoices.
Provide general office administration support.
Assist with event coordination.
Collate data for budget reporting and funding acquittals.
Organisational Responsibilities
Maintain healthy working relationships.
Attend required meetings.
Contribute to quality improvement initiatives.
Participate in professional development activities.
Follow workplace health and safety practices.
Hold a valid Working with Children Check.
Maintain ethical, confidential and culturally respectful conduct.
Adhere to workplace policies.
Support the organisation’s wellbeing and reputation.
Knowledge, Skills, Qualifications & Abilities
Strong communication and customer service skills.
Ability to work independently and in a team.
Good administrative skills and attention to detail.
Ability to follow processes accurately.
Ability to interpret data for planning and improvement.
Flexible availability including some travel.
CRM experience (Tessitura or similar) desirable.
Presentable with passion for arts and education.
Understanding of arts and education sectors in Queensland desirable.
Driver’s licence desirable.
How to Apply
Send your resume and a maximum 2‑page cover letter addressing the selection criteria to jobs@musicaviva.com.au.
Include the code QLDSAC26 and your full name in the email subject line.
For enquiries: Paul McMahon (pmcmahon@musicaviva.com.au) or Jennifer McCleary (jmccleary@musicaviva.com.au).
Applications close: 11 March 2026.
