
PROGRAMMING ADMINISTRATIVE ASSISTANT
The Programming Administrative Assistant will support the Programming team in
planning, executing, and reporting on artistic Year-Round and Festival-related
programming. The training provided will cover administrative and arts management
skills related to film, media arts, and cultural sectors. The Programming
Administrative Assistant will learn incredibly valuable, practical, on-the-ground
training related to Indigenous curatorial practices at the world’s largest Indigenous
film and media arts Festival.

The duties and responsibilities of the Program Administrative Assistant include but
are not limited to:

Year Round Programming
● Assist in meeting the year-round timelines through tracking important

deadlines for projects, programs, and events;
● Assist Festival Director in managing Programming partnership opportunities;
● Implement Artistic Programming digital filing system for year round

programming;
● Assist and compile supplementary materials for programming needs that

reflect the funders, artists, and initiatives;
● Assist in collecting supplementary materials for curatorial grants, exhibitions,

programs, and events;
● Work with Operations platform/web coordinator to manage Artistic Programs

on the iN digital presentation platform including media management and
applying organizational brand and formatting guides supporting various
platforms - presentation platform, social media, website, etc.

● Support Programming team with coordination of the imagineNATIVE Film +
Video Tour through outreach, bookings, communications with venues and
artists

Festival: Coordination, Execution, and General tasks:
● Assist in the planning and execution of Officially Selected and Artistic

Programs in relation to film/video, audio, and exhibitions during the Festival;
● Assist in the organization of the Festival Catalogue, specifically updating the

organizational formatting and brand guides;
● Revise and update delegate contacts in database and on delegate’s list;
● Assist in collecting script materials and drafting scripts;
● Assist with Programming logistics, artists delegate hospitality and guest

services;
● Assist as a team-member with basic administrative duties to ensure the office

environment is professional and efficient;



● Participate in job-related training activities as necessary;
● Participate in job-evaluations, as necessary;
● Prepare monthly narrative work reports

Additional Details:
● Fixed-term contract: April 1, 2024 - March 31, 2025 (35 hours/week)
● Compensation rate: $23.15/hour
● Must be available to work occasional overtime during and in the lead-up to 

the dates of the imagineNATIVE Film + Media Arts Festival
● The position requires work-from-home capabilities with reliable internet with 

one in-office day per week at the imagineNATIVE offices located in Toronto 
(401 Richmond Street W)

● Deadline: March 15, 2024 at 11:59 PM ET
● Position open until filled

Applicant Requirements (if applicable): e.g. Potential candidates must be First
Nations, Inuit, or Métis and reside within the GTA. Must be registered or eligible to
register with Miziwe Biik Aboriginal Employment and Training. Non-registered
candidates can contact reception@miziwebiik.com to set up an appointment.

Submit your cover letter and resume to employment@imagineNATIVE.org with the
subject “Programming Administrative Assistant.” Should you require any
accommodations in the application process, please contact
employment@imagineNATIVE.org.
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