
River of Art Inc 

• Committee Roles & Portfolio Position Descriptions 
• Volunteer Roles 
Introduction 

River of Art Inc organises its work across eight portfolio areas so that responsibilities are 
clear, the workload is shared, and Committee Members and volunteers know how they can 
contribute. This document outlines the practical responsibilities of Office Bearers and 
portfolio leads. 

It is designed as a working guide and may be refined by each incoming Committee. 

Time Commitment 

Committee Members usually contribute two to four hours per week on average, with higher 
involvement in the three months leading up to and during the Festival. This is a working 
Committee that requires reliability, communication and teamwork. Portfolio leads are 
encouraged to recruit volunteers to help share the load. 

Skills We Value 

We welcome volunteers from all backgrounds. Useful skills may include: 

• Customer service and hospitality 
• Event management 
• Administration and organisation 
• Marketing and communications 
• Photography, videography and social media 
• Logistics and operations 
• Arts, cultural or tourism experience 
• Practical hands-on skills and a willingness to help 

Most importantly, we value enthusiasm, reliability, initiative and a desire to contribute to the 
cultural life of the Eurobodalla. 
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Office Bearer Roles 

Chair 
Purpose: 
Provide leadership to the Committee and ensure River of Art Inc pursues its mission in a 
well-governed, artist-led and community-focused way. 

Key responsibilities: 
• Chair Committee meetings and support inclusive, effective decision-making. 
• Work with portfolio leads to align activities with the strategic direction. 
• Represent River of Art Inc to stakeholders as required. 
• Support a positive, collaborative Committee culture. 
• Work closely with the Deputy Chair on succession and support. 

Deputy Chair 
Purpose: 
Support the Chair and provide additional leadership capacity. 

Key responsibilities: 
• Act for the Chair when required. 
• Lead or co-lead one or more portfolios (often Festival Coordination, Marketing or 
Fundraising). 
• Provide support to other Committee Members and help resolve issues constructively. 
• Assist with planning, review and continuous improvement. 

Secretary 
Purpose: 
Ensure effective administration and record-keeping for River of Art Inc. 

Key responsibilities: 
• Prepare and circulate agendas and minutes for Committee meetings and the AGM. 
• Maintain registers, membership records and key documents. 
• Manage incoming and outgoing correspondence. 
• Support onboarding of new Committee Members and volunteers. 
• Work with the Public Officer and Treasurer to support compliance. 

Treasurer 
Purpose: 
Oversee the financial management of River of Art Inc and support sound financial decision-
making. 

Key responsibilities: 
• Lead the Finance and Governance portfolio. 
• Prepare and monitor budgets with the Committee. 
• Track income and expenditure and provide regular financial reports. 
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• Support grant acquittals and financial components of reporting. 
• Work with any bookkeeper or external support if engaged. 

Public Officer 
Purpose: 
Act as the official contact person with NSW Fair Trading and support legal and regulatory 
compliance. 

Key responsibilities: 
• Ensure required documents are lodged with NSW Fair Trading (e.g. annual summaries, 
changes to details). 
• Maintain the official register of Committee Members and other statutory records. 
• Liaise with the Secretary and Treasurer to ensure reporting deadlines are met. 
• Keep the Committee informed of any changes to relevant regulatory requirements. 

Ordinary Committee Member 
 
Purpose: 
Contribute actively to governance, planning and delivery through at least one portfolio area. 

Key responsibilities: 
• Lead or support one or more portfolios. 
• Participate in meetings and decision-making. 
• Take on agreed tasks and follow them through. 
• Support artists, volunteers and partners in line with the organisation’s values. 

Portfolio Descriptions 

Finance and Governance 
Purpose: 
Support the financial sustainability and good governance of River of Art Inc. 

Key responsibilities: 
• Develop and monitor budgets in collaboration with the Treasurer and Committee. 
• Track income, expenditure and cashflow. 
• Support risk management and insurance oversight. 
• Contribute to development and review of policies and procedures. 
• Work with Evaluation and Data Management on reporting and compliance. 
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Fundraising and Partnerships 
Purpose: 
Grow and sustain income and relationships that support River of Art Inc’s work. 

Key responsibilities: 
• Identify and manage grant opportunities and timelines. 
• Develop and maintain relationships with sponsors, donors and partners. 
• Help design and deliver fundraising campaigns or donor initiatives. 
• Work with Marketing on recognition and communications for partners. 
• Support acquittals and impact reporting with Evaluation and Data Management. 

Administration and Operations 
Purpose: 
Keep the organisation’s daily operations and Committee functioning smoothly. 

Key responsibilities: 
• Support meeting logistics, agendas and minutes (with the Secretary). 
• Maintain shared files, templates and simple systems. 
• Assist with onboarding processes for Committee Members and volunteers. 
• Help coordinate operational logistics for events, including bookings and basic 
documentation. 
• Ensure records are stored consistently and accessibly. 

Festival Coordination and Artist Liaison 
Purpose: 
Coordinate the overall Festival program and support participating artists and creatives. 

Key responsibilities: 
• Work with the Committee to shape the Festival program framework. 
• Coordinate key timelines, event information and program details. 
• Liaise with artists, venues and partners to gather information and support participation. 
• Help ensure accessibility and inclusion considerations are addressed. 
• Work with Evaluation and Data Management to collect feedback and data. 

Marketing and Brand Management 
Purpose: 
Promote River of Art Inc, the Festival and associated programs in a consistent, on-brand 
way. 

Key responsibilities: 
• Plan and schedule marketing activities and campaigns. 
• Develop and edit content for website, social media, newsletters and media. 
• Support brand consistency in language, visuals and tone. 
• Liaise with media and communications partners as required. 
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• Work with Fundraising and Partnerships to support sponsor visibility and 
acknowledgement. 

Digital Systems and Technology 
Purpose: 
Support the smooth running of River of Art’s digital tools and data systems. 

Key responsibilities: 
• Help maintain the website, mailing lists and digital forms. 
• Support use of platforms such as Google Workspace and Monday.com. 
• Liaise with other portfolios to ensure data is captured consistently. 
• Support simple troubleshooting and documentation of digital processes. 
• Work with Evaluation and Data Management on dashboards and metrics. 

Evaluation and Data Management 
Purpose: 
Help River of Art understand its impact, respond to feedback and continuously improve. 

Key responsibilities: 
• Coordinate surveys and other feedback tools for artists, audiences and partners. 
• Maintain a simple complaints and compliments register. 
• Track key Festival and program metrics (attendance, participation, reach, etc.). 
• Support sustainability tracking (e.g. climate, inclusion, accessibility where possible). 
• Provide simple annual impact summaries for reporting, grants and communications. 

Volunteer Coordination 
Purpose: 
Recruit, induct and support volunteers in a positive, safe and inclusive way. 

Key responsibilities: 
• Maintain a register of volunteers and their interests/skills. 
• Plan volunteer roles for Festival and other activities in collaboration with portfolios. 
• Assist with simple role descriptions, shift rosters and briefings. 
• Help ensure volunteers feel welcomed, supported and appreciated. 
• Gather feedback from volunteers and share it with the Committee for improvement. 

This document is intended as a practical guide and can be adapted and refined by each 
incoming Committee to reflect changing needs and capacity. 
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• Festival Volunteer Roles - outside of the committee 

In addition to ongoing planning and administration throughout the year, River of Art relies 
on volunteers during the Festival period to help deliver a seamless experience for artists, 
audiences and venues across the region. 

Volunteer roles may include: 

Signage & Collateral Distribution 

• Delivering and installing Festival signage, banners and directional materials 
• Distributing programs, posters and promotional collateral to venues, businesses and 

visitor information points 
• Assisting with collection and storage of materials following the Festival 

Exhibition & Venue Invigilation 

• Welcoming visitors to exhibitions and events 
• Providing basic information about the Festival, artists and venues 
• Monitoring exhibition spaces to ensure the safety and security of artworks and 

displays 
• Acting as a friendly point of contact for visitors and assisting with visitor counts 

where required 
(Invigilation refers to the supervision and care of an exhibition or event space while it is 
open to the public.) 

Event Set-up & Pack-down (Bump In / Bump Out) 

• Assisting artists, venues and event teams with installation and preparation of 
exhibitions and events 

• Setting up signage, furniture, display equipment and event infrastructure 
• Assisting with pack-down, equipment collection and venue reinstatement at the 

conclusion of events 

Visitor Information & Wayfinding 

• Helping visitors navigate Festival venues and activities 
• Providing information on programs, locations and local attractions 
• Supporting audience engagement and enhancing the visitor experience 

Front of House Support 

• Greeting guests at launches, exhibitions, performances and special events 
• Managing registrations, ticket checking or guest lists where required 
• Assisting with audience flow and general event operations 

Artist & Venue Support 

• Providing practical assistance to participating artists and venue hosts 
• Assisting with artwork handling (where appropriate and under supervision) 
• Supporting workshop facilitators, presenters and event coordinators 
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Photography & Content Collection 

• Capturing photographs and short video content for Festival marketing and archival 
purposes 

• Gathering audience feedback, testimonials and event highlights 
• Assisting with social media content creation during the Festival 

Survey & Audience Research Support 

• Assisting with audience surveys and visitor data collection 
• Conducting visitor counts and basic evaluation activities 
• Supporting the Festival’s measurement of cultural, social and economic impact 

General Festival Support 

• Assisting the Festival team with a range of operational tasks as needs arise 
• Providing flexible support across multiple venues and events 
• Helping ensure artists, audiences and volunteers have a positive Festival experience 

 
Skills We Value 

We welcome volunteers from all backgrounds. Useful skills may include: 

• Customer service and hospitality 
• Event management 
• Administration and organisation 
• Marketing and communications 
• Photography, videography and social media 
• Logistics and operations 
• Arts, cultural or tourism experience 
• Practical hands-on skills and a willingness to help 

Most importantly, we value enthusiasm, reliability, initiative and a desire to contribute to the 
cultural life of the Eurobodalla. 
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