
 

 
POSITION VACANT 

Publicity & Events and Customer Service Assistant 
 (15 hours per week) 

 
The RCM is looking for a person to fulfil a casual position. The position will include providing 
high-quality customer service and assisting the RCM Publicity & Events Management Officer. 
The preferred candidate will be trustworthy and well organised, have a cheerful disposition, 
demonstrate excellent communication skills and have a proven ability to design and create social 
media content.  
 
Hours and Remuneration 

 15 Hours per week with possible varied or additional hours catering to various events. 

 Additional hours may be required depending on the needs of RCM events throughout the 
year.  

 Remuneration is based on award: MA000002 Lev 2 
 
Selection Criteria 

 Must be technologically competent and proficient with designing content and graphics for 
social media and marketing materials. 

 Skills and experience using MS Word, Excel, PowerPoint and Outlook, and their Google 
equivalents are essential.  

 Experience with Adobe software such as InDesign, Photoshop and Acrobat is desirable.  

 Demonstrated various communication skills with reference to liaising with customers, 
students, staff, departmental colleagues, executives and other RCM patrons. 

 Ability to follow directions and possess initiative and good organisation skills to work 
effectively both in a team environment and independently.  

 Experience in customer service and administration is also desirable.  

 The candidate should be self-motivated, and demonstrate both a proactive and reactive 
approach toward events, department and organisational requirements.  

 Must hold a current NSW driver licence and be able to assist with event logistics when 
required.  

 Must be able and willing to obtain a Working With Children Check clearance. 
 
Please submit applications addressing the listed selection criteria, along with contact details for 
two professional and one personal referees, to: 
 
The Deputy Director – Finance and Administration, 
Riverina Conservatorium of Music 
 
Email: admin@rivconmusic.nsw.edu.au  

Subject Line: ATT DDF&A, Publicity & Events and Customer Service Assistant 
 
Postal:  PO Box 7290 
   Mount Austin NSW 2650 
 

Applications close 5pm Monday 1st April 2019 
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