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What to expect

Interviews for arts administrator roles usually focus on your ability to manage funding, schedules and
stakeholders in a creative environment. You will be tested on both practical process knowledge and how
you handle the competing priorities that come with arts organisations.

* Process and compliance: Questions about grant acquittals, funding agreements and budget
monitoring.

* Behavioural: Questions asking for examples of managing stakeholders, deadlines or budget
pressure.

» Scenario: Hypothetical situations such as a venue cancellation or funding cut.

» Technical tool proficiency: Questions about ticketing systems, accounting software and project
management tools.

A typical process starts with a phone or video screen with a recruiter or hiring manager, followed by a
panel interview with the artistic director, general manager or board representative. You may be asked to
complete a short practical task, such as reviewing a budget or drafting a grant acquittal summary,
before the panel stage.

1. Walk me through how you manage a grant acquittal from start to finish.
Why they ask
This tests your understanding of the funding cycle and your attention to compliance.

How to structure your answer
Use a step-by-step walkthrough: planning, tracking, evidence gathering, reporting, submission and
follow-up.

Example answer

“First, | set up a schedule at the start of the funding period, mapping every reporting deadline and
budget line. | track expenditure monthly against the agreed budget, flagging any variances early.
When the acquittal is due, | gather financial records, artist contracts, venue confirmations and
audience data, then write the report to show how the funding was used. | submit ahead of the
deadline and keep a copy for future applications. If there are any changes to the program, | document
them and explain the impact in the report.”

2. Tell me about a time you had to balance the needs of an artist with the
requirements of a funding body.

Why they ask

Stakeholder management is central to the role, and this shows how you navigate tension.

How to structure your answer
STAR: situation, task, action, result.

Example answer

“An artist wanted to change a performance date after the funding agreement had locked in the
schedule. The funding body required the original date to meet the grant conditions. | sat down with the
artist to understand the reason for the change and then spoke with the funding body to see if a
variation was possible. We agreed on a revised date that still met the funding body's reporting
requirements, and | updated the contract and venue booking. The artist was able to perform, and the
acquittal went through without issue.”



3. A touring production loses a venue two weeks before opening. How would
you handle it?

Why they ask

Tests your judgement under pressure and your event coordination skills.

How to structure your answer
Judgement under pressure: assess the situation, communicate with key parties, decide on a solution,
then follow up.

Example answer

“First, | would confirm the cancellation and ask the venue if there is any chance of reinstatement.
Then | would call the artistic director and general manager to explain the situation and agree on
priorities. | would contact alternative venues in the area, checking availability, capacity and technical
requirements. Once a new venue is confirmed, | would update the tour schedule, notify ticketholders
and adjust the marketing plan. | would also review the contract with the original venue to see if any
compensation applies. Finally, | would document what happened and suggest a backup venue list for
future tours.”

4. How do you use ticketing systems like Tessitura or Spektrix to track
audience data and inform marketing?

Why they ask

Assesses your technical proficiency and ability to use data for audience development.

How to structure your answer
Demonstrate specific features and how you apply the data, with an example.

Example answer

“In Tessitura, | run reports on sales by performance, price type and postcode to see which segments
are buying. | use that to build targeted email lists for lapsed attendees or specific art forms. For a
theatre season, | noticed that single-ticket buyers from certain suburbs were not returning, so | set up
a follow-up campaign with a behind-the-scenes video. That campaign brought a number of them back
for a second show. | also track conversion rates by channel to see where marketing spend is working
best.”

5. Describe atime you had to manage a budget shortfall on a program.
Why they ask
Budgeting and forecasting are core skills, and this shows how you respond to financial pressure.

How to structure your answer
STAR: situation, task, action, result.

Example answer

“A festival program had a shortfall after a sponsor pulled out late in the planning. My task was to keep
the program intact without overspending. | reviewed every line item and identified areas where we
could renegotiate with suppliers, such as combining freight deliveries and reducing print runs. | also
approached a local business for in-kind support. We delivered the full program and closed the budget
with a small surplus that we put towards the next year's artist fees.”

6. What do you do to ensure a funding agreement's conditions are met
across a multi-year program?

Why they ask

Tests your process for compliance and risk management.

How to structure your answer
Walk through your monitoring and reporting system, with an example of flagging a risk.



Example answer

“I start by reading the funding agreement carefully and creating a compliance calendar with every
reporting date and condition. | check progress against those conditions each quarter, and | keep a
shared folder of evidence such as contracts, invoices and attendance records. If | see a risk, like a
delay in a project milestone, | contact the funding body early to discuss a variation rather than waiting
for the acquittal. That approach has kept multi-year agreements on track and avoided surprises at
reporting time.”



