
 

 

The David Roche Foundation 

241 Melbourne Street North Adelaide SA 5006 

 

Title of job: 
Marketing and Communications Coordinator  

 

Reports to: 
Museum Director  

 

Location: 

The David Roche Foundation House Museum 

241 Melbourne Street North Adelaide SA 5006 

 

 

About The Foundation: 

The David Roche Foundation was established in 1999 by Mr David Roche AM (1930-2013) to 

be the recipient and custodian of the exceptional collection of antiques, paintings and objets 

d’art accumulated by him over his lifetime.  

In 2016 David Roche’s home, Fermoy House and a new, state-of-the-art adjoining museum 

wing opened to the public. As South Australia’s preeminent private house museum, we offer 

visitors a superb cultural attraction in this State. The Foundation offers guided tours and 

ticketed entry to the museum used to house temporary exhibitions. A wide range of lectures 

and events complement both the exhibitions and Adelaide’s festival calendar. 

 

 

 

 



 

Position Overview: 

In the newly created position you will be tasked with significantly increasing the public 

awareness of TDRF and its brand. You will be a strong marketing ‘all-rounder’ who is flexible 

and creative to develop and deliver marketing and communication strategies, and support the 

planning of sponsorship agreements.  

The successful candidate will have the ability to work both independently and with others to 

develop clear, engaging and tailored content, adept use of digital and social media, strong 

attention to detail, creative problem solving, and the ability to work on time, within budget, and 

to expectation, and all with excellent customer service, teamwork, interpersonal skills, and a 

strong ‘can do’ attitude. 

 

 

Key Responsibilities: 

 Marketing, Public Relations, Advertising and Promotion 

 Develop and implement a marketing plan for the house museum, exhibitions, 

community development programs and various special projects.  

 Implement current publicity strategies including media releases, invitations and 

ticketing, photo shoots, interview schedules and creative ways of generating media 

coverage. 

 Develop and maintain a media contacts database. 

 Develop and maintain media partnerships, deliver outcomes including but not limited to 

organising interviews for editorial, competitions and events. 

 Create and maintain advertising partnerships with major media outlets. 

 Conduct long-lead marketing and publicity campaigns where required. 

 Create and/or work with designers to prepare and coordinate the production and 

distribution of all marketing and promotional materials including programmes, 

catalogues, posters, flyers, web banners, teaching resources, signage, and radio and 

television commercials. 

 Source and maintain publicity material including advertisements, posters, photographs 

and program material. 

 Contribute to developing, maintaining and monitoring the annual PR/marketing budget. 

 Schedule, coordinate and book all advertising activity including print media, television 

and radio. 

 Develop and implement direct mail strategies including the production of direct mail 

material (eg. online newsletters).  

 

 

 
 



 

Key Responsibilities cont.: 

Sponsorship and Funding 

 Maintain a database of all existing and potential sponsorships for the organisation. 

 Develop and maintain a sponsor’s signage schedule for all events. 

 Maintain media, photography and advertising archival files. 

 Maintain hard copy record of all sponsorship, promotional and advertising agreements 

to ensure they are accessible at all times. 

 Assist in seeking sponsorship and funding opportunities. 

 Assist in preparing sponsorship proposals and funding applications. 

 Assist in reporting to sponsors and funding bodies. 

 Assist in ensuring that marketing-related obligations to sponsors are met. 

Website 

 Work with web developers to maintain TDRF website in accordance with the 

PR/marketing plan. 

 Schedule and create content for regular website updates. 

 

 

 

Knowledge: 

As our ideal candidate you will have extensive relevant experience, education and training 

(equivalent to a postgraduate qualification in marketing and communications), with 

demonstrated practical marketing and communication project management experience. 

 

You will have excellent creative thinking and writing skills. You will possess a good 

understanding of visual art and cultural institutions and demonstrated experience in the arts 

and culture sector, including knowledge of ethical standards of working with artists, artworks 

and image reproductions. 

 

 

 

 

 



 

Key Selection criteria: 

 Demonstrated high level practical marketing and communications project management 

experience. 

 Proven ability to implement marketing strategies. 

 A proven track-record for achieving positive media coverage. 

 Experience working in, and an enthusiasm for heritage/museum/cultural tourism/not for 

profit environments. 

 Demonstrated excellence in creative thinking, writing, editing and proofing.   

 Excellent social media skills with experience developing and delivering content across 

a variety of platforms such as Facebook, Instagram and Twitter. 

 Proven knowledge and experience in liaising with graphic designers and print media. 

 Ability to develop/maintain working relationships with the Australian and SA print, 

broadcast and electronic media, including editors and journalists.  

 Intermediary skills in the following (or similar): Adobe Creative Suite, MailChimp and/or 

Campaign Monitor, Google Adwords, Facebook Ads Manager and/or Google Analytics. 

 Excellent computer skills across the Microsoft Office Suite, including Word, Excel and 

Outlook, and demonstrated experience using CMS and EDM platforms. 

 Proven ability to develop and manage sponsorship arrangements. 

 Ability to work with a wide range of stakeholders with varying investments. 

 Demonstrated ability to understand and engage diverse audience sectors. 

 Demonstrated ability to prioritise own workload, work independently and meet 

deadlines, including a proven ability to initiate and oversee multiple concurrent projects.  

 Demonstrated ability to collaborate with and galvanise colleagues around key 

communications strategies and methods.  

 

 

Outcomes: 

 High level of awareness of TDRF nationally. 

 Quality PR and marketing campaigns and materials. 

 Satisfaction of sponsors, funding bodies, media and other relevant stakeholders. 

 Maximum number of reviews and publicity for TDRF exhibitions and programmes. 

 Quality reporting, evaluation and documentation. 

 

 

 

 



 

Personal Qualities/Attributes: 

 Excellent stakeholder skills.  

 Reliable and punctual. 

 Time management skills. 

 Commitment to confidentiality and professionalism. 

 Commitment to ensuring a safe work environment. 

 Embraces team culture. 

 

 

Other relevant information: 

 A one year Part-Time contract will be offered with the potential to extend.  

 The successful candidate will be required to work three days a week Wednesday to 

Friday 9:00am to 5:00pm, including some out of hours during events.  

 TDRF operates six days a week and accordingly, after-hours or weekend work may be 

required in the context of our flexible work environment, including attending and 

assisting with openings and events. 

 The successful applicant will be subject to a six month probationary period. 

 Be prepared to undertake an Australian Criminal History Check (mandatory). 

 Hold a current Drivers Licence. 

 TDRF is an Equal Opportunity Employer and operates a smoke-free environment. 

 

 

Application Instructions: 

Please provide a one page cover letter, curriculum vitae and a statement (two pages max.) 

addressing the Key Selection Criteria.   

Close date: 5:00pm Friday 21 August 2020 to robertreason@rochefoundation.org.au 

State “Marketing and Communications Coordinator” in the subject line. 

 

 

 

 

 

 

 

 

mailto:robertreason@rochefoundation.org.au

