
Job Title: Summer Programming Assistant
Hours of Work: 30 hours per week
Start Date: July 12th, 2021
Term of Employment: 9 weeks
Salary: $16.00 per hour
Applications Open: June 1st, 2021
Applications Closed: June 25th, 2021 5:00pm

Job Description

This successful candidate chosen for this position will help plan, prepare, and execute Summer
Programming at the Tett Centre including:

● on-site and virtual arts programming for families
● the adult education “Creativity Series”
● upcoming Ontario Culture Days plans
● weekly tours for visitors  tourists (when possible under Covid-19 restrictions)
● and our virtual Arts in August camp for children 8-13 years old.

This individual will also help with new initiatives for not-yet-reached community members.

Working under the direct supervision of Director, Nadine Baker, and with Program and
Communication Coordinator, Brianne Franklin, this individual will assist the Tett Centre Staff to
provide programming in our arts focused environment in order to connect people and nurture a
deeper understanding of the arts and cultural scene in Kingston Ontario.

Other responsibilities will include:

● liaising with our resident artists and arts organization
● organizing and executing the filming and digital sharing of programming and events for

the community

This individual will represent the Tett Centre for welcoming tourists to our heritage building and
will be expected to learn the history of the building in order to share with visitors.

(Covid-19 restrictions may impact some responsibilities.)

Skills that the successful candidate will develop during this placement:

● Client service
● Teamwork
● Communication
● Digital skills
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Job Requirements

Education Level

● Post-Secondary

Required Skills and Abilities

● Able to work independently and as an effective team member in a cooperative manner
with all members of staff, resident organization members, resident artists, and volunteers

● Strong written and oral communication and interpersonal skills
● Excellent organizational skills
● Familiarity with Microsoft Office desktop applications
● An artistic flair and experience in arts program creation
● Current knowledge of and sensitivity to Equity, Diversity, and Inclusivity for the Arts and

Culture Sector
● Ability to be flexible in a dynamic environment
● Knowledge of video conferencing programs (eg. Zoom, Google Team)
● Experience with some technical equipment required for virtual delivery of programming
● High level of competence in customer service and engaging with the public

Interested applicants are invited to submit an electronic cover letter and CV/resume to Nadine
Baker, Director of the Tett Centre for Creativity and Learning at:  director@tettcentre.org with the
subject line ‘Summer Opportunity with the Tett Centre’.

Only those selected for further consideration will be contacted.

The TCCL is an equal opportunity employer and is committed to fair and accessible
employment practices. We strongly support and value diversity in the workplace.

Information collected will be handled in accordance with the Freedom of Information and
Protection of Privacy Act.
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