
 

AUSTRALIAN CENTRE FOR CONTEMPORARY ART 

 

The Australian Centre for Contemporary Art is Melbourne’s flagship contemporary art space, and a 

leading centre for the artistic and wider communities to participate in a critically engaged contemporary 

art culture that encourages curiosity and transformation.  

 

Established in 1983 and now situated in an iconic award-winning architectural building in the 

Southbank arts precinct, ACCA develops exhibitions of the latest work by significant artists from 

around the world, commissions ambitious new works by local and international artists, and delivers a 

range of sophisticated and engaging education and public programs including talks, lectures, 

symposia, performances, screenings, music and events.  

 

Renowned for the outstanding quality of its programs, and its capacity to bring ground-breaking 

international art to Australian audiences, ACCA is a champion of new art and bold ideas, and a 

dynamic platform for current and future generations of artists, thinkers, enthusiasts and supporters of 

the visual arts. 

 

POSITION DESCRIPTION 

Title: Curatorial Manager  

 

Term of contract:  Six-month fixed term contract, with possible part-time renewal 

[maternity leave position] 

 

Position Status: 4 days per week (0.8 EFT) 

 

Responsible to: Artistic Director & CEO and Executive Director 

 

POSITION PURPOSE 

 

Working under the supervision of the Artistic Director & CEO, and in collaboration with the Curator and 

Exhibitions Manger, the Curatorial Manager takes a leadership role in the development of ACCA’s 

artistic program and is responsible for the production, supervision and delivery of ACCA’s exhibitions 

and artistic programs.  

 

The Curatorial Manager’s role is a key artistic role at ACCA, offering a significant opportunity to 

assume a leadership position within one of Australia’s leading arts organisations, and to develop 

exhibition programs of international standing and relevance.  

 

The Curatorial Manager position assumes senior responsibility within the organisation, and is a 

significant contributor externally through high-level engagement with the Australian and international 

contemporary art communities.   

 



 

DUTIES AND RESPONSIBILITIES 

 

In consultation with the Artistic Director & CEO, develop, manage and deliver ACCA’s Exhibition and 

Artistic programs, in support of ACCA’s vision and strategic objectives. The role also acts as 

Coordinating Curator for exhibition projects conceived by the Artistic Director, Curator and Guest 

Curators, with multiple projects in development concurrently. The Curatorial Manager’s role 

encompasses responsibilities related to ACCA’s artistic program and project management, 

organisational objectives, communications and stakeholder engagement, among other duties, as 

follows: 

 

 

1. Artistic Program  

Work with the Artistic Director & CEO to develop ACCA’s annual artistic programs 

encompassing exhibitions, special projects and other artistic and public programs that support 

the organisation’s strategic vision.  

Provide strategic advice and development, planning and management of projects and new 

initiatives. 

In collaboration with the Artistic Director & CEO, Curator, and Exhibitions Manager, take a 

leadership role in forward planning of artistic and exhibition programs to ensure appropriate 

resourcing, realistic lead-times and high-quality outcomes. 

Work with the Artistic and Executive Directors, Finance and Operations Manager and 

Exhibitions Manager to develop and/or monitor annual and project budgets. 

Conceive, curate and realise exhibitions and projects through in-depth research and 

development, working with artists, guest curators, and collaborating with internal colleagues 

and external institutions and stakeholders. 

Effectively manage and monitor individual projects and project budgets, in close liaison with 

the Artistic Director & CEO, Executive Director, Exhibitions Manager, Finance Manager, and 

Administration and Operations Coordinator as required.   

Lead the management and delivery of exhibition-related publications, including the 

development, writing, commissioning, editing and proofing of such publications. 

Facilitate the compilation, production and distribution of exhibition catalogues, media releases, 

wall-labels, website and other publications, including research, writing, editing and requests 

for copyright clearance.   

Coordinate organisation-wide briefings on curatorial projects, and maintain a well-informed 

understanding of national and international developments in contemporary art and cultural 

developments. 

Liaise with and assist guest curators, artists and writers, and other institutional colleagues, in 

the development and delivery of artistic and exhibition programs. Develop and maintain 

relationships with artists and independent curators, contractors and other art industry 

colleagues to build professional networks and audiences for ACCA’s activities. 



 

 

 

Assist artists to realise the creation of new works including development of practical and 

technical problem solving. Negotiate with artists, commercial galleries, private lenders and 

public institutions to arrange for loan and registration of works. 

 

Work with the Exhibitions Manager, Installation team and ACCA staff to develop and maintain 

best practice standards in relation to the Display, Registration; Cataloguing; Security; Loan; 

Freight; Storage; Physical Care; Insurance; and Documentation of works of art at ACCA.  

Maintain digital and hardcopy exhibition filing systems; and prepare and compile information, 

images and copy as required for website, reports, meetings, applications and AV 

presentations. 

 

In consultation with the Exhibitions Manager, supervise transportation, registration, condition 

reporting, packing and conservation of work to and from ACCA.   

 

Supervise, manage and participate in the installation of exhibitions supported by, and in liaison 

with the Exhibitions Manager and installation team, including the preparation of exhibition 

spaces, working with artists in the preparation and presentation of artworks, and the 

unpacking, condition-reporting and installation of artworks. Ensure that systems are in place to 

support artists and maintain works throughout exhibitions in accordance with artists’ 

specifications. 

 

With the Artistic Director & CEO, Curator, and Exhibitions Manager, brief ACCA staff on 

progress and content of exhibitions. Brief Gallery Attendants prior to each exhibition opening 

about relevant security, technical and maintenance issues specific to each exhibition. 

 

Support fundraising initiatives through sponsorship and philanthropy grant applications and 

acquittals for the development and management of exhibitions and special projects, in 

consultation with ACCA’s Executive and Development teams. Provide material as required for 

applications for private support of projects through sponsorship and philanthropy. 

 

In consultation with the Exhibitions Manager, organise and oversee exhibition documentation 

with photographer.  

 

Supervise the management of touring exhibitions, liaising with venues and organizing 

itineraries, contracts, freight, insurance, etc., in liaison with the Exhibitions Manager. 

 

Provide access to exhibitions for research and teaching purposes, including talks, lectures and 

preparation and presentation of other education resources.  

Work closely with ACCA’s Education and Public Programs colleagues to support audience 

development and education initiatives. 

2. Communications 

Represent ACCA and contribute to public and professional forums as required (such as 

through the presentation of talks, lectures, publications and participation in committees, juries 

and professional bodies, where relevant). 

 Work closely with ACCA’s Executive, Media and Marketing colleagues to identify opportunities 

to maximise media, audience and stakeholder engagement. 



 Participate in media interviews as required, and contribute to the promotion of ACCA in 

popular and specialist print and electronic media.  

 

Respond to and initiate correspondence in relation to the ACCA’s exhibition program and 

general activities.   

 

At the conclusion of exhibitions, supervise the preparation of thank you letters to artists, 

lenders, accompanied by catalogues and press reports where relevant on behalf of ACCA. 

 

3. Organisational Development and Management  

Encourage a culture of innovation and experimentation in relation to curatorial practice; guided 

by an ethical framework of support to artists and community engagement based on values of 

excellence, integrity and an appreciation of cultural difference and diversity.  

Work as part of a team to cultivate and steward relationships and partnerships with key 

stakeholders, donors, sponsors and funding bodies as required.   

Initiate and maintain strong relationships with relevant museums, galleries, cultural and 

educational institutions, funding bodies, community groups and other stakeholders to enhance 

ACCA’s profile and outreach and to support the delivery of projects. 

 Assist the Artistic Director & CEO, Executive Director, Finance Manager, Administration and 

Operations Coordinator, and Development teams in the preparation and distribution of reports, 

budgets, Board papers, and related documentation.   

  Advise the Executive Director and Administration and Operations Coordinator of insurance 

requirements and liaise as required in the event of a claim. 

  

  Contribute to the supervision and training of interns and volunteer staff, in collaboration with 

the Visitor Services and Volunteer Program Manager.   

Provide support for visiting international artists from time to time, organizing itineraries and 

travel arrangements.   

 

In liaison with the Exhibitions Manager, monitor ACCA’s technical and AV inventory and 

facilities, ensuring in-house technical equipment and facilities are up to date, regularly 

serviced, appropriately stored and accessible as needed. 

 

Collaborate with Education, Public Programs and Venue Hire colleagues to ensure smooth-

running of events including opening functions, lectures and talks, education events and other 

programs.   

 

Ensure adherence to Occupational Health and Safety protocols, and manage risk in 

consultation with ACCA’s Finance and Operations Manager and Executive team. 

 

Act as point of contact for out of hours security as required.  

 

Undertake any other duties commensurate with the level of the post, as may be reasonably 

required. 



SELECTION CRITERIA 

Qualifications and Experience 

 

1. Demonstrated high-level curatorial, exhibition and project management skills, with substantial 

experience initiating and project managing a wide range of contemporary art projects of 

international museum standard. 

2. At least 5 years experience working in a relevant gallery, museum or curatorial context. 

3. Tertiary qualification in a relevant course of study. 

4. Sound knowledge of artists, institutions and contemporary art contexts nationally and 

internationally; and established networks including artists, curators, museum and gallery 

colleagues, gallerists, and editorial contexts, among others.  

5. Strong knowledge of current practice, debates, theory, history, display and technical 

production and installation of contemporary art. 

6. Excellent planning, organisational and budget management skills; with a demonstrated ability 

to think strategically and devise practical solutions to complex issues.  

7. Outstanding communication skills – written, spoken and editorial, including the ability to 

communicate effectively with a broad range of artists, audiences and other stakeholders – and 

a proven track record of publication in the field of contemporary art. 

8. Demonstrable commitment to the development of diverse audiences.  

9. Demonstrable ability to manage multiple projects simultaneously, effectively lead a team of 

arts professionals, showing excellent collaborative and interpersonal skills.   

10. A familiarity with, and experience attracting funding, grants and other support for artistic 

projects is desirable; including an understanding of public and private sector support for 

contemporary art organisations.  

11. Experience administering appropriate contractual arrangements for contemporary art projects 

with artists, lenders, insurers, installation crew and technical specialists. 

12. Excellent problem-solving skills and positive lateral approach to a range of issues; sensitivity 

to the needs and requirements of artists; sound judgment and discretion at all times, including 

in stressful situations. 

13. Excellent computer skills, including Word, Excel, Photoshop, Final Cut Pro, Sketch Up, and 

other related software. 

 

REPORTING RELATIONSHIPS 

 

• Reports directly to the Artistic Director & CEO, and also to ACCA’s Executive Director.  

 

• Works closely with ACCA staff colleagues across all areas: Exhibitions, Installation, 

Education, Public Programs, Development, Administration, Visitor Service, Events, Design 

and Publicity; with an occasional supervisory role. 

 

OCCUPATIONAL HEALTH & SAFETY  

 

• Observes and is familiar with Occupational Health and Safety standards and processes. 

Ensures safe work procedures and practices, and compliance with OH&S policies and 

procedures. Participates in meetings, training and other health and safety activities, as 

required.   

 



 

TERMS AND CONDITIONS OF EMPLOYMENT 

 

• This position is a fixed term, six-month contract from September 2018 through March 2019, 

with the potential for part-time renewal for a further period of six months. 

 

• The position is 4 days per week (0.8 EFT). 

 

• Flexible working hours will be required. The position may involve some national and 

international travel from time to time. 

 

• Salary: The salary is $64,000 per annum, pro-rata. 

 

The total salary package is: 

Base compensation:  $51,200 (based on 0.8 of $64,000) per annum 

Superannuation: $4,864 (9.5%) 

Total package:   $56,064 per annum, pro rata. 

 

• The package includes 4 weeks annual leave, pro-rata, with an additional 3 days over 

Christmas-New Year, 10 days personal leave, plus 9.5% employer superannuation. 

 

• Appointment will be conditional upon a one-month probationary period.  

 

 

APPLICATIONS: 

 

 

Applications should address the selection criteria and include a current CV and three referees. 

Applications should be directed to: Bas van de Kraats, Administration and Operations Coordinator, 

bas.vandekraats@acca.melbourne 

Enquiries about the role should be directed to: Max Delany, Artistic Director and Chief Executive 

Officer, +61 3 9697 9999 / max.delany@acca.melbourne or Linda Mickleborough, Executive Director, 

+61 3 9697 9999 / linda.mickleborough@acca.melbourne 

 

Applications close COB Monday 6 August 2018  
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