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IGNITE Programs Officer 
 
Position Description        

The IGNITE Programs Officer is instrumental in defining, shaping, and positioning Belco 
Arts’ IGNITE programs into the arts ecology of the Canberra region.  Belco Arts’ IGNITE 
Programs Officer will cultivate and oversee the programming of all the IGNITE Programs led 
by Belco Arts.  This includes IGNITE Makers, Social, In Studio etc. and the establishment of 
new program streams with appropriate resources across the breadth of artforms. 
 
The position reports to the Artistic Director and Co-CEO. The IGNITE Programs Officer will 
be responsible for establishing programs that are designed specifically to utilise the arts as a 
vehicle for connecting artists with disability with the community and fuel their love and 
engagement in the arts. They will provide the effective delivery of these programs in 
accordance with the organisation’s strategic plan.   
 
This role works closely with the Artistic Director and Executive Director (Co-CEOs), as well 
as the Artistic Program team, Marketing Manager, Technical Manager and Front of House 
Coordinator. 
 
Operational Structure 

Refer Attachment 1: Belconnen Arts Centre Operational Structure as of January 2021. 
 

Background 

Situated on the shore of Lake Ginninderra in the north of Canberra, Belconnen Arts Centre 
opened in 2009. It is a multi-arts facility with four gallery spaces, a dance studio, two creative 
arts workshops, three creative studios and a large foyer space. In 2020, the venue expanded 
to include a 400 seat live performance and event space with associated foyer, café, gallery 
and rehearsal spaces. Belco Arts engages with artists, communities and partners through 
Community Arts and Cultural Development practice, to empower and celebrate our identity, 
values and stories. 
 
We are an incorporated non-profit association, and a Tax Concession Charity with 
Deductible Gift Recipient status. We are funded through a multi-year deed of grant through 
the ACT Government’s Key Arts Organisation program, and generate income through arts 
services, sales, and venue hire. 
 
Belconnen Arts Centre Incorporated has a governing Board of up to 10 members who direct 
the affairs of the Association, employ the Co-CEOs and provides strategic and policy 
direction. 
 
Our Purpose 
To fuel a love of and engagement in the arts 

 
Our Vision 
To be a leader and a powerhouse in all we do 
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Our Key Objectives  
To lead the ACT in Community Arts and Cultural Development 

To be an inclusive, progressive, and vibrant arts centre 

To be the heart and soul of Belconnen 

 

Our Goals 
In 2023, Belconnen Arts Centre will be: 

1. A proactive leader in CACD Practice 
2. A catalyst for positive change through our work with artists, communities and partners 
3. A generator of exemplary project design and delivery 
4. Recognised by our inclusive, engaging and affirmative brand 
5. Led through adaptable, resilient and connected governance 
6. A cherished destination that hums with activity 
7. What people mean when they talk about Belconnen 
 
Term 

The position is delivered on a part-time basis (22.5 hours per week), commences with a 
probationary period of 6 months then undergoes a performance review and renewal every 
12 months, subject to available resources. The salary for the position is $72,203 pro rata 
($42,751). 
 
Hours of work 
This position will require flexible delivery with potential weekend and after-hours work in line 
with program activity. 
 
Key Accountabilities and Selection Criteria 
 
1. Program Development 

• Develop and deliver a vibrant and dynamic program across all artforms focused on 
developing the skills, understanding and expertise of artists with disability in keeping 
with the strategic directions for Belco Arts.  

• Support creatives with disability to access and utilise spaces to explore their ideas, 
collaborate, and advance their practice and present new work, resulting in public 
participation and engagement. 

• Develop understanding of the region’s arts ecology to best to position Belco Arts as a 
leader and a powerhouse in this realm. 

• Generate programs that fuels a love and engagement in the arts, nurtures creative 
determination and empowers the realisation of ambitious new work in the health 
sector environment. 

• Liaise and collaborate in the design, development, and presentation of programs 
where appropriate with the Wellbeing Programs Officer, Live Programs Officers, 
Public Programs Officer and/or Gungahlin Programs Officer. 

• Formulate our capabilities towards the presentation of a balanced program between 
activities in the Centre and out in the broader community that feeds the region’s 
appetite for the arts. 

• Contribute to and strengthen our reputation as an inclusive, progressive and a vibrant 
destination that hums with activity. 
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2. Administration 

• Liaise with the Technical Manager, Front of House Coordinator and Marketing 
Manager to identify and ensure programming requirements delivered in the centre 
are met in a timely, cost effective and efficient manner. 

• Liaise with the Marketing Manager to ensure all promotional collateral and 
promotional strategies are appropriately formulated, produced, and implemented. 

• Ensure respective IGNITE program activity is appropriately budgeted, resourced and 
results meet expectations. 

• Where required, prepare, and deliver relevant grant applications, acquittals and 
reports to funding bodies, sponsors, and donors. 

• Adhere to Belco Arts policies regarding safety, access, reporting, delegations, use of 
equipment, IT resources, and conduct. 

 
3. Stakeholder relationships 

• Identify and establish purposeful relationships with a diverse range of stakeholders to 
support of the realisation of the IGNITE programs. 

• Represent and contribute to positioning Belco Arts locally as what people mean when 
they talk about Belconnen.  

• Lay the foundations for Belco Arts to be considered a leader in the arts and health 
arena. 

 
4. Human Resources 

• Provide direction and guidance to others where required, including supervising staff, 
casuals, contractors, and volunteers in delivering IGNITE programs activity. 

• Providing leadership to fellow staff, volunteers, clients, and service providers through 
consistent exemplary personal behavior and when providing induction, training, 
supervision, mentoring and support 

• Contribute to maintaining effective staff communication across the organisation. 
• Assist with rosters and help ensure there are sufficient qualified staff in attendance to 

deliver IGNITE activities in accordance with industry standards and Belco Arts 
policies. 

• Adherence to work safety and emergency control systems to ensure a safe 
environment for Belco Arts staff, volunteers, visitors, clients and service providers, 
and acting as First Aid Officer and Fire Warden in management of any incidents or 
emergencies. 

• Assume additional responsibilities when required or in the absence of the Artistic 
Director Co-CEO. 

 

Selection Criteria: 

1. Demonstrated experience and ability in community arts and cultural development 
practices, program planning and delivery. 

2. Understanding and experience in working with people with disability and/or lived 
experience of mental illness. 

3. Demonstrated understanding and ability to manage with highly developed skills in 
creative arts presentation logistics. 

4. Demonstrated high-level written and communications skills, including interpersonal, 
liaison, team, negotiation, and representation skills with an understanding of the 
needs of other program staff, clients, and creatives. 

5. Ability to build and maintain effective relationships with colleagues, producers, 
creatives, and presenters. 

6. Experience in presenting community arts and cultural development programs, 
including the capacity to work successfully with people with additional 
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accommodations, from diverse backgrounds, cultures, abilities, socio economic 
circumstances and ages. 

7. Ability to work to strict deadlines, respond to emergencies, and deal calmly and 
positively in a demanding environment. 

8. Demonstrated understanding of and commitment to the principles of community arts 
and cultural development, workplace diversity, participative work practices, risk 
management, workplace health and safety and staff development and training. 

 
Additional 
 
A current Working with Vulnerable People registration are essential.   
Proficiency with Microsoft Office suite of programs is essential. 
 
Current Driver’s License is desirable. 
Relevant Tertiary qualifications and First Aid certificate are desirable. 
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