
EMPLOYMENT OPPORTUNITY 
 
Live Art Dance Productions seeks Administrator 
 
The Administrator contributes to the day-to-day operations of the Live Art Dance Productions 
office and supports the work of the Executive Producer and the Board of Directors. This is a full-
time position offered on an annual basis. 
 
Recognised as one of Atlantic Canada’s cultural leaders, Live Art Dance is a dynamic arts 
presenting organisation that works with local, national, and international partners. This position 
involves a high level of responsibility and will be very satisfying for an individual interested in 
working within a creative hub.  
 
The ideal candidate will have completed a BA or programme in secretarial science or office 
administration, and/or possess equivalent work experience. Qualifications include: 
 

- Proficiency in use of spreadsheet, word processing and database management 
(SUMAC) software; 

- Familiarity with Mac computers and other office equipment, including voice messaging 
systems, fax, photocopier and scanner; 

- Strong social media and internet skills; 
- Detailed record keeping; 
- Bookkeeping experience; 
- Bilingualism and experience within not-for-profit organisations is an asset. 

 
 
Key competencies and responsibilities will include: 
 

- Ability to develop and maintain positive working relationships with others, internally and 
externally; 

- Excellent written and oral communication skills; 
- Ability to work co-operatively and effectively with others to set goals, resolve problems, 

and make decisions to enhance organizational effectiveness; 
- Excellent time management skills with attention to detail and capacity to prioritize by 

assessing situations to determine urgency; 
- Ability to develop a work schedule, set goals, create and implement action plans and 

monitor progress toward goals; 
- Reply to general information requests with the accurate information; 
- Greet visitors to the organization in a professional and friendly manner; 
- Process sales of memberships, subscriptions and tickets; 
- Use computer word processing, spreadsheet and database software; 
- Perform data entry and maintain Live Art Dance databases with a high level of accuracy; 
- Provide administrative support to Executive Producer. 

 
 
Starting date: The successful candidate should be able to start the week of Sept 15, 2014  
 
 
Interested parties should forward a cover letter, up-to-date CV, and references to Paul Caskey 
at: paul@liveartdance.ca by Sept 3, 2014. 
 


