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	Position title
	Studio Assistant
Tangentyere Artists

	Division
	Social Services 

	Classification
	1.1

	Prepared by
	Ben Poona

	Date
	28/10/2026

	Staff reporting to position
	0


Position Summary
Tangentyere Council Aboriginal Corporation (TCAC) is an Aboriginal community-controlled organisation, providing services and running social enterprise activities for the benefit of Aboriginal people from the Alice Springs Town Camps, urban Alice Springs, and Central Australia.
Tangentyere Artists is part of the Social Services Division, which aims to improve the quality of life for Central Australian Aboriginal people and the wider community through the provision of innovative, responsive, and culturally safe services.
The unique quality of Tangentyere Artists is that it represents the breadth and depth of Central Australian cultural diversity. Hence there is a huge diversity in style and story, as well as medium. Tangentyere Artists provide a platform from which artists can express themselves, share their stories, their lives, and cultural values, while enriching their community wellbeing and family livelihoods.
The Studio Assistant provides support to the daily operations of the Art Studio and will work closely with the Artists and the Art Centre team.
As part of your role, you will be working with children, people with a disability and people who are vulnerable. It is your obligation to always ensure their safety and report any concerns in line with our duty of care obligations. We have zero tolerance when it comes to abuse of any kind and will take disciplinary action, including and up to termination of employment, should we determine that abuse has taken place or there has been a failure to report any suspected or alleged abuse. 
Responsibilities
Set up the art studio, prepare and distribute art materials to artists and pack up at end of day.
Assist in transport of artists to and from Workshops, and other events.
Organise, shop for, collect and distribute artist’s food & meals.
Assist in the Tangentyere Gallery when required.
Assist with achieving quality management objectives across the organisation.
Assist with achieving safeguarding objectives across the organisation.
Assist with achieving compliance objectives across the organisation.
Other reasonable duties as required.
Major Accountabilities
	Accountabilities
	Performance indicators

	Set up the art studio, prepare and distribute art materials to artists and pack up at end of day.
	· Set up chairs, tables and mattresses, tea & coffee facilities, heating & cooling, and art supplies.
· Ensure studio is clean and tidy at end of each day, including taking out rubbish.
· Store complete and incomplete artworks appropriately in a clearly labelled and safe location at the end of each day.
· Set up chairs, tables and mattresses, tea & coffee facilities, heating & cooling, and art supplies.
· Ensure studio is clean and tidy at end of each day, including taking out rubbish.
· Store complete and incomplete artworks appropriately in a clearly labelled and safe location at the end of each day.

	Assist in transport of artists to and from Workshops, and other events.
	Transport artists to and from the studio Monday to Thursday, and other times when required.
Be available to transport artists to industry meetings and events, etc.
Ensure Motor Vehicle is maintained and is clean and tidy at end of each day.
Complete Motor Vehicle checklist form weekly.

	Organise, shop for, collect and distribute artist’s food & meals.
	Prepare tea/coffee and morning tea for artists when they are painting
Pick up lunches every day, record the number of meals, distribute to artists and clean up afterwards.
Ensure food is stored safely, and kitchen is clean and tidy at end of each day

	Assist in the Tangentyere Gallery when required.
	Assist with preparations for gallery events including curatorial assistance, promotion, catering, cleaning
Attend opening and events and assist with artist’s transport and care.
Assist with packaging artworks, sales and photography asked by senior staff.
Provide support with Gallery sales where required

	Assist with achieving quality management objectives across the organisation.
Commitment to the Tangentyere Council Quality Management Objectives.
	All work-related actions and behaviours are aligned with the organisations mission and values.
Actively participate in and promote a continuous improvement culture across the organisation.
Understand and comply with organisation policies and procedures.
Maintain organisation and client records in accordance with legislative and organisational policy requirements.
Ensure all decisions made in the course of your duties are transparent and align with organisational policy and procedures.
Assist clients to provide feedback when required. 
Contribute to QMS area audits as required in a timely manner.
Contribute to implementing change when identified through the QMS as required.
Provide feedback on the QMS as required.

	Assist with achieving safeguarding objectives across the organisation.
	Report any concerns or suspicions of abuse of children, people with a disability or vulnerable peoples in line with duty of care and mandatory reporting obligations.

	Assist with achieving compliance objectives across the organisation.
	Maintain own records and manage Employment Hero compliance for staff, where applicable.
Maintain current certifications (Driver’s Licence, Working with Children (Ochre Card), Police Check, and where relevant, RN Registration, White Card and First Aid Certificate etc.) and upload evidence in Employment Hero.
Complete probation reviews (6, 12 and 22 weeks) within the approved timeframe.
Read and acknowledge all relevant policies in Employment Hero.

	Other reasonable duties as required.
	Additional tasks that may arise from time to time are completed within the required timeframe and to a suitable standard. 
Some weekend work required.
Some interstate travel and attendance at events will be required.
Attend and contribute to weekly staff meetings when required.




Relationships
Internal
	Social Services Division
	Tangentyere Aged & Community Services

	Indigenous Case Management Service
	Youth Families & Community Safety Division

	Tangentyere Employment Services
	Yarrenyty Arltere Artists

	Community Centres Division
	Human Resources

	Finance
	IT

	Office of the Chief Executive
	OH&S

	CAYLUS
	Other divisions of Tangentyere Council


External
	Desart and all Aboriginal Art Centres
	Batchelor College of Indigenous Education

	Araluen Arts Centre 
	Darwin Aboriginal Art Fair

	CAL & other service providers
SAM Steering Committee
Copyright Agency Limited
	Red Hot Arts
Charles Darwin University


Competencies
Tangentyere core competencies
Commitment
Teamwork
Communication
WHS
Cultural Awareness
Qualifications and Selection Criteria
Required
Self-motivated and able to work unsupervised.
Good teamwork skills, being able to work with others to get tasks done and solve problems as they arise.
Commitment to work and a history of good attendance at work.
Good listening skills and the ability to follow instructions and complete tasks.
Good communication skills including being able to communicate effectively with Indigenous and non-Indigenous people.
Willingness to undertake practical and physical tasks.
Current NT Drivers Licence, NT Working with Children (Ochre) Card, and a satisfactory Police Check.
Desirable
Ability to communicate in Indigenous language/s.
An understanding of and commitment to Tangentyere Artists’ purpose and values.
Current First Aid Certificate, or ability and willingness to attain.
An understanding of Aboriginal culture as well as a broad range of contemporary issues affecting Central Australian Aboriginal people.
Verification
This section verifies that the position holder and the manager have read the attached position description and are satisfied that it accurately describes the position.
Position holder
	Name
	

	Date effective
	

	Signature
	


Manager
	Name
	

	Date effective
	

	Signature
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