
 

POSITION:  Advertising Sales Coordinator 
 
LOCATION:  Adelaide Fringe  
 
TERM:   Fixed term, full time salaried contract position 
 
START DATE:  17 August 2020 
 
END DATE:  28 March 2021 
 
SALARY:   $51,000, pro rata + 9.5% Superannuation 
 
REPORTS TO:  Marketing and Communications Manager 
 
 
ORGANISATIONAL CONTEXT 
  
Adelaide Fringe is an annual open-access arts festival run over four weeks in Adelaide, South Australia during 
February and March. It is one of the largest, most popular and diverse arts festivals in Australia. Thousands of 
artists from around Australia and across the globe participate alongside home-grown talent, in art forms 
spanning cabaret, comedy, circus & physical theatre, dance, film, theatre, music, visual art and design. 
 
POSITION SUMMARY 
 
We are seeking an Advertising Sales Coordinator who has a passion for relationship management and is keen 
to ensure the right advertising solution is provided to our clients in order to achieve their marketing objectives. 
The successful candidate will be an exceptional team player and be confident making outbound calls to 
existing advertising clients and new leads. The Advertising Sales Coordinator is responsible for the advertising 
sales across both print and digital in order to hit revenue targets and KPI outcomes.  
  
ORGANISATIONAL RELATIONSHIP  
 
Reports to:   Marketing and Communications Manager 
 
Department:   Marketing, Ticketing and Digital 
 
Internal Liaisons:  Fringe Director & Chief Executive, all Heads of Departments, Partnerships Manager, 

Accounts Manager, Events and Partnerships Coordinator, Production and 
Programming Coordinators, Box Office staff, and any other Adelaide Fringe staff as 
required.  

 
External Liaisons:  Adelaide Fringe advertising prospects and clients, Adelaide Fringe corporate 

partners, government bodies, local businesses, corporate membership groups. 
 
 
KEY RESPONSIBILITIES 
 

 Support the Marketing and Communications Manager in the implementation and delivery of the 
Advertising Sales Strategy.  

 Be the liaison between Adelaide Fringe and advertising clients. 

 Meeting sales KPIs 



 

 Under the direction of the Marketing and Communications Manager assist with lead generation.  

 Follow the correct process for data management and maintain all data related data into internal 
systems. 

 Provide sales based updates and reports regularly and as requested by the Marketing and 
Communications Manager.  

 Develop and maintain excellent relationships with internal stakeholders to ensure the efficient 
delivery of advertising campaigns for clients.  

 Process and track client bookings from initial enquiry, to completed booking form, invoicing, 
payment, proofing, delivery of advertising and reporting.  

 Provide clients with requested items such as account inquiries, advertising reports and printed 
collateral.  

 With the assistance of the Marketing and Communications Manager and the Marketing 
Coordinators assist in the coordination, scheduling, proofing and placement of the Adelaide Fringe’s 
advertising within internally produced collateral.  

 In consultation with the Finance Department ensure that advertising client accounts a paid and 
processed by Adelaide Fringe and follow up all outstanding payments. 

 Understand and comply with all Adelaide Fringe policies, procedures and requirement.   

 Act as an ambassador for the organisational culture and values ensuring they are upheld and 
embedded.  

 Understand and comply with all Adelaide Fringe policies, procedures and requirements.  

 Whilst this position description summarises the purpose of the job and lists its key tasks, it is not a 
definitive list of all the tasks to be undertaken. Tasks can vary from time to time at the discretion of 
your Manager. To deliver services effectively, a degree of flexibility is needed and the employee 
may be required to perform work not specifically referred to above. 

 
SELECTION CRITERIA  
 

 Tele-sales, call centre, face to face sales or fundraising experience will be highly regarded. 

 Confident phone manner, capable of pitching marketing products and a likeable outgoing 
personality. 

 Resilient and persistent with a goal oriented drive. 

 Ability to build a rapport with a broad range of advertising clients including artists, agents, not for 
profits and corporates.  

 Ability to work under pressure to meet targets and deadlines  

 Strong negotiation and problem solving skills.  

 Attention to detail  

 Ability to implement and maintain efficient and effective records management systems.  

 Flexible and willing to assist with other duties and responsibilities as required. 
 

PERSONAL ATTRIBUTES  
 

 Excellent presentation skills and interpersonal skills.  

 High level organisational, planning, time management and problem solving skills. 

 Ability to work effectively as a team player as well as independently.  

 High level attention to detail.  

 


