Apparatus

Associate Creative Producer

Classification Level 3

Salary $87,268.75 - $92,406.25 per annum pro-rata (plus superannuation and mobile

phone allowance)

Hours Part Time FTE 0.4 (negotiable by agreement)
Location Apparatus Boorloo | Perth Studio

Murray Mews Suite 5, 329 Murray Street Perth WA 6000
Reports to Director, Apparatus

POSITION OVERVIEW

The Associate Creative Producer supports the delivery of public art and creative projects under the

directi

on of a Creative Producer or the Director. The role is suited to practitioners with developing

professional experience who are ready to take on increased responsibility, manage defined
workstreams, and contribute meaningfully to project delivery while continuing to build skills,

confid

ence, and judgement.

The role involves hands-on project coordination, creative support, and documentation, with growing
autonomy across assigned tasks. It does not hold project lead or line management responsibility.

KEY RESPONSIBILITIES

1. Project Coordination and Support

Support Project Leads in the coordination of public art and creative projects across planning,
delivery, and close-out phases.

Assist with scheduling, tracking tasks, and managing inputs from artists, consultants, and
suppliers.

Maintain project documentation including schedules, budgets, registers, and correspondence.

Support procurement processes, artist engagements, and contract administration tasks as
directed.

2. Client and Stakeholder Liaison

Assist with client communications and respond to routine project queries under guidance.
Prepare briefing notes, updates, and meeting materials for internal and external stakeholders.
Support consultation processes with artists, communities, and project partners as required.

3. Creative and Technical Production

Contribute to creative concept development, research, and visual material preparation.
Prepare presentation material, reports, and submissions to a professional standard.

Assist with visualisation, image preparation, and basic design development tasks.

Support photographic and project documentation, including file management and archiving.

4. Studio and Business Contribution

us, 329 M

Contribute to proposals, submissions, reports, and strategic documents such as public art
plans and policies.

Support business development activities, including marketing materials, website updates, and
electronic direct mail campaigns.
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- Apply Apparatus values consistently across project delivery, communications, and stakeholder
engagement.

5. Office and facilities support
- Provide day-to-day support for studio operations, including coordination of office systems,
facilities, and supplies.

- Act as the primary liaison with the property manager regarding building access, maintenance
issues, and facilities coordination, escalating significant matters to the Director.

- Coordinate IT support requirements, including liaison with external IT providers and support
for studio systems, under the direction of the Director.

- Manage kitchen, stationery, and general office supplies to support a well-functioning studio
environment.

- Support the smooth operation of the studio by identifying operational issues and proposing
practical solutions.

6. Other Responsibilities
- Comply with Apparatus policies, workplace health and safety requirements, and relevant
Australian Standards.

- Maintain accurate records and file management in accordance with company and client
requirements.
- Perform other duties aligned with the scope and intent of the role, as directed by the Director.

ESSENTIAL SKILLS AND EXPERIENCE
Essential

- Degree in visual arts, design, architecture, landscape architecture, or a related discipline, or
equivalent professional experience.

- Approximately 2 to 3 years of relevant professional experience in a creative, design, or
cultural environment.

- Strong organisational and coordination skills, with the ability to manage multiple tasks
concurrently.

- Proficiency in Adobe Creative Suite and Microsoft Office.
- Clear written and verbal communication skills.
- Ability to work collaboratively within multidisciplinary teams.

Desirable Experience

- Experience in public art, cultural infrastructure, or art-in-the-public-realm projects.
Familiarity with design documentation, approvals processes, or construction environments.
- Experience supporting consultation or engagement processes.

- Basic experience with 3D modelling or visualisation tools.

What Success Looks Like in This Role

- Project tasks and documentation are delivered accurately, on time, and to a professional
standard, supporting effective project delivery.

- Communication with Project Leads, the Director, and collaborators is clear, reliable, and
appropriate to the role.

- Creative and technical outputs show consistent quality and improvement in response to
feedback and guidance.

- The Associate Creative Producer demonstrates growing judgement, accountability, and
alignment with Apparatus values, including cultural sensitivity and professionalism.
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