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POSITION DESCRIPTION 

Digital Marketing 
Coordinator 
Position Title: Digital Marketing Coordinator 

Department:  CRM & Digital Marketing  

Location: Based at The Opera Centre, Sydney, but may be required to work and/or 
be based at other company work locations, as required.  

Classification: Administration 

Employment Type: Fixed Term contract (1 year) 

Full time  

The Company 

Opera Australia is Australia's national opera company, dedicated to enriching Australia's cultural 
life with exceptional opera and sustaining and developing the art form.       

Opera Australia is the largest and busiest performing arts organisation in Australia, with over 600 
opera performances a year, including two opera seasons in Sydney and Melbourne, Opera on 
Sydney Harbour, musical theatre, opera concerts and a range of other activities. Through its 
touring arm, the Company reaches out to communities in regional Australia, and delivers an 
exciting program to school students. Opera performances are broadcast and distributed nationally 
and internationally.  

Opera Australia casts its productions from an ensemble of Australian artists: opera singers, 
dancers, conductors and repetiteurs, with regular appearances by international guest artists. The 
Company manages the Opera Australia Orchestra and also works in partnership with Orchestra 
Victoria. The Company works with leading directors and designers, and employs a large number 
of highly skilled people in the areas of scenic construction and painting, wardrobe and wig-
making, stage production, and management and administration. Overall, the Company plays a 
vital role in developing and sustaining a specialist skills base in this unique area of the performing 
arts.   

For further information please refer to our website at opera.org.au. 

The Marketing Department  

The role of the Marketing Department is to implement effective marketing and brand strategies 
based on informed research in order to sell tickets to current and new audiences as well as to 
publicise the Company, its artists and its activities. In addition, it aims to raise the profile of Opera 
Australia generally and to articulate and communicate Opera Australia’s brand. 

Position Summary 

The Digital Marketing Coordinator supports the delivery of Opera Australia’s marketing activity in 
the areas of website, content distribution, and administration.  

Reporting Line 

Reports to:  Head of CRM & Digital Marketing 
Direct reports: N/A  
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Key Accountabilities 
 
Website  
 Coordinating website maintenance for all online ticketing, membership, donations and retail 

functionality, and ensuring that problems are rectified in a timely manner; 
 Update website and web content using the content management system eRube, CRM system 

Tessitura, and other web applications as required; 
 Liaise with web developers, as required; 
 Work with internal stakeholders to ensure that internal needs are met without compromising 

overall website strategy; 
 Maintain platform and processes documentation; 
 Monitoring and evaluating the effectiveness of the Opera Australia website by using Google 

Analytics, Tessitura and other tools to provide feedback on website visitation, engagement, 
online sales and other metrics; 

 Monitoring and improving the usability of the website, having regard to analytic information, 
customer complaints and usability testing; 

 Coordinating OA’s response to complaints relating to the website; 
 Maintaining organised archives of online content; 
 Website testing and content proofing.  
 
Accounts  
 Process payments through the purchase order system and maintain account records.  
 
Administration  
 Maintain records and files of marketing activity and content. 
 Assist the Head of CRM & Digital Marketing with administrative tasks as required.  
 
Common Accountabilities 
 
Opera Australia is committed to the health, safety and wellbeing of its staff.  The company and its 
staff must comply with a range of statutory requirements, including equal opportunity, work health 
and safety, privacy and trade practice. The Company also expects staff to comply with its policy 
and procedures, which relate to statutory requirements and our ways of working. Appointees are 
accountable for completing training on these matters and ensuring their knowledge, and the 
knowledge of their staff, is up to date. 
 
All staff must: 
 
 treat other staff and members of the public with respect  
 act with integrity and meet the company’s high standards of personal and professional conduct  
 take reasonable care of, and cooperate with actions taken to protect, the health and safety of 

both themselves and others; 
 report incidents and hazards to their immediate manager as soon as practicable. 
 
Key Selection Criteria 
 
The key selection criteria for the role are: 
 Demonstrated experience in administration roles. 
 Sound organisational and administrative skills with a strong attention to detail. 
 Understanding of best web practices in SEO 
 Basic HTML knowledge 
 Literacy in Photoshop, InDesign and Excel.  
 Experience in editing website content. 
 Good proof-reading ability. 
 Excellent communication and interpersonal skills, and a polite and professional manner. 
 A demonstrated ability to prioritise and meet deadlines. 
 A team player who is self-motivated and shows initiative. 
 
Other desirable skills and experience: 
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 Knowledge of iPOS and Tessitura systems. 
 

Other considerations  
 
Appointment to this position is subject to the position holder having residency status and/or 
possessing a visa with work rights. Appointment may also be subject to passing a mandatory 
Working with Children check, where required by law. For some positions, an independent health 
and fitness check or criminal records check may also be required.   
 
This position description will be reviewed on a regular basis and changes made to reflect 
changes in the requirements of the role. Staff will be consulted in the process of review.    
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