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ART MATTERS IS HIRING!
 
+ ONE PROGRAM COORDINATOR
 
+ ONE COMMUNICATIONS COORDINATOR
 
 
 
Art Matters is North America’s largest student-run Fine Arts festival taking place every year
in March. Since 2000, Art Matters hosts exhibitions and events across Montreal creating
platforms and opportunities for undergraduate artists studying at Concordia University. Art
Matters seeks 3 dynamic students to coordinate the 2024-25 festival. While coordinating
administration, exhibitions, digital and print media respectively, all three positions commit
to a year of team building where effective communication and critical thinking are at the
forefront. As challenging as it is rewarding, coordinating Art Matters offers students a
foundational experience working in a non-profit arts environment.
 
 
 
Employment Equity
 
Art Matters welcomes and values the unique contributions that individuals coming from
marginalized communities bring to our organization and invites these individuals to apply. We
encourage, among others, Indigenous people, people of colour, people with disabilities, people
identifying as LGBTQI, women, formerly incarcerated or institutionalized people, immigrants,
and people from working class backgrounds to apply. If you would like to be considered for
employment equity, please indicate clearly in your application. Although we encourage this, it
is not necessary for anyone. We strive to build a team that is as diverse as the community that
we serve, and therefore invite all applicants to tell us about their relevant lived experiences
at any point during the application process.
 
 
 
Eligibility
 
Candidates must take at least 1 Fine Arts undergraduate course at Concordia University during
their tenure at Art Matters;
Candidates must possess experience with or extensive knowledge of the Art Matters Festival;
Candidates must be comfortable in using the MS Office Suite and Google Suite applications;
Candidates must have experience in the balancing of budgets and the coordination of events;
Candidates must be able to dedicate up to 20 hours a week to the coordination of the festival
between August 15—April 30;
Candidates must be available to begin preliminary paid work in June 2024, including online and
in-person meetings and training.
 
 
Compensation and Support
 
Contracts run from June 1, 2024 to May 31, 2025, with a flexible summer schedule of 12 hours
per week June 1 to August 15, at which point coordinators begin working 20 hours per week until
April 30; returning to a flexible schedule to conclude the contract; May hours are negotiable.
The confirmed rate of pay is currently $16.50; however, we intend to implement a 1$ per hour
salary increase by the start of the contract. We also offer a fully paid holiday break in
December in addition to long holiday weekends throughout the year;
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Coordinators share office space on Concordia’s downtown campus;
Coordinators are supported by a student-run Board of Directors and the Student Relations
Coordinator year-round.
 
 
Apply as a Programming Coordinator
 
Description: The Programming Coordinator is responsible for organizing the festival’s annual
exhibition program and is the main point of contact for the festival’s exhibition facilitators
and venues.
 
This coordinator:
 
Locates and secures all festival venues and while maintaining positive venue relations
throughout the festival;
Works collaboratively with the Communications Coordinator to provide up to date and accurate
information about all festival logistics in a timely fashion ensuring all promotional
documentation accurately reflects the material conditions of the festival;
Works collaboratively with the General Coordinator to develop an accurate festival budget based
on all projected costs associated with the festival and to negotiate any projected changes in
expenses as they arise when planning;
Acts as the primary contact for all student exhibition facilitators, artists, and performers;
Provides exhibition facilitators with all necessary venue information, i.e. floor plans, set-
up, takedown and clean-up schedules, coordination bars and merchandise tables, coordination of
technicians;
Leads the organization of the artist jury weekend as well as the curatorial workshop and
technical training sessions;
Liaises with any of the festival’s technician(s), volunteer coordinator(s) and driver(s) to
implement festival program;
Creates contact databases for exhibition facilitators, artists and volunteers;
Oversees any use of liquor or food on- or off-campus in collaboration with the General
Coordinator;
Works with General Coordinators to create/file venue contracts for each exhibition;
Is a reliable source of information and support for exhibition facilitators and other members
of the Art Matters community (including venues, invited speakers, etc.).
 
 
Apply as a Communications Coordinator:
 
Description: The Communications Coordinator ensures Art Matters is accessible to students and
that the festival maintains its visibility in the Concordia and wider Montreal arts community
through organizing digital and print media. This coordinator oversees a team of contract staff
that can include but is not limited to a graphic designer, social media manger, and
photographer.
 
This coordinator:
 
Facilitates an open and accessible festival for facilitators, artists, contract workers and the
public through written, digital, and print media that is engaging and easily related to by
diverse publics;
Organizes targeted internal (on-campus) and external outreach on a regular basis ensuring Art
Matters’ diverse publics know about job offers, calls for submissions, etc., well in advance of
any deadline associated with these calls;
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Manages the primary Art Matters email and oversees social media accounts, ensuring these are
regularly updated by the contract staff tasked with that on a daily, sometimes hourly basis;
Cultivates relationships with media sources and the local art community;
Creates all promotional releases in collaboration with the Programming Coordinator;
Cultivates relationships between Art Matters and Fine Arts student-run organizations
Promotes student access to Art Matters festival through all available mechanisms;
Collaborates closely with the festival’s graphic designer on the visual identity and
promotional materials of the festival;
Oversees the production of the festival’s annual program guide in collaboration with the
festival’s graphic designer;
Manages the festival’s website in collaboration with the festival’s graphic designer /
experience with back-end operation of commercial website developing services like Squarespace
or Cargo will be necessary as this coordinator will be expected to update the website at times;
Works with a Translator to ensure a fully bilingual festival program guide, as well as copy
editors who finalize all textual documents in English and French;
Hires and liaises with a festival photographer who will document the entire festival;
Organizes all printing and postering of festival promotional material, including the program
guide, ensuring all necessary materials are paired with the exhibitions they promote during the
festival;
Manages ongoing festival documentation and previous archives related to press and promotion;
Appears at on-campus info sessions and orientation events and seeks similar opportunities to
promote the festival.
 
 
Shared tasks:
 
The Art Matters Festival is a collaborative effort, and all three coordinators collaborate to
devise the festival thematic each year and they work together to organize the festival’s events
program. There is flexibility for how this takes shape, as developed by the team and will be
arrived at by consensus.Therefore, all aesthetic, intellectual, and ethical decisions are taken
by the team of 3 coordinators collectively. The entire team is therefore involved in shaping
the thematic ideas and stylistic dimensions of the festival each year, which makes this a
highly creative endeavour for each team member.
 
 
 
How to Apply:
 
Please attach the following documents in PDF format before April 5, 2024, at 11:59 pm in an
application email to submissions@artmattersfestival.org addressed to the Art Matters team.
Specify the position you are applying for in the subject line of the email (for example,
"Communications Coordinator application"). The interviews are scheduled for Tuesday, April 18
and will be taking place in person with an online option.
 
 
 
1. COVER LETTER: approximately one-page outlining interest in respective position, experience
and knowledge relevant to position, and any experience relevant to Art Matters.
 
 
 
2. CV: a CV outlining relevant work experience.


