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TECHNICAL COORDINATOR

Position Description
Position Title:
TECHNICAL COORDINATOR
Location:
Adelaide Fringe Inc.
Term:
Fixed term, salaried contract position for Adelaide Fringe 2006.


A provision is made in the salary for out-of-hours work.

Start date:
July 2005
End date:
March 2006
REPORTS TO:
Production Manager

ORGANISATIONAL CONTEXT
The Adelaide Fringe is an open-access arts festival.  Widely regarded as one of the best events of its kind in the world, the Adelaide Fringe is a vibrant celebration of all art forms and performance genres.  It is Australia’s largest arts festival and the second largest Fringe festival in the world (after the Edinburgh Fringe).  The Adelaide Fringe is held every two years in February-March, coinciding with the biennial Adelaide Festival of Arts. 
As an open-access festival, the Adelaide Fringe does not curate its program.  That is, any and all artists from South Australia, Australia and across the world are welcome to showcase their work without artistic input or selection from the Fringe. 
Artists take the full financial risk of their own event and are responsible for all elements of presenting their event including the venue, technical requirements, promotion and insurance.  Registering with the Fringe and paying the registration fee means artists can access the services and advice Adelaide Fringe offers to help in these areas.
Artists participating in the Adelaide Fringe present a diverse range of events across the art forms: cabaret, dance, music, theatre, Aboriginal & Torres Strait Islander arts, comedy, visual arts, new media, digital arts and more.  The major role of Adelaide Fringe staff is to provide services for these artists; help them present successful events and attract a wide, enthusiastic audience.  
The Adelaide Fringe also presents a range of special events including the massive Opening Night Parade and Party, Family Days and other audience and artist development programs.  Other tasks performed by Adelaide Fringe include the production of the Official Guide and management of an informative website, the FringeTIX box office and management of venues.

Adelaide Fringe 2006 runs from Friday 24 February to Sunday 19 March 2006.
General Brief 
Under the direction of the Production Manager, and working closely with Artist Coordinator (Planning and Logistics) and Production Coordinators, the Technical Coordinator is responsible for the sourcing, costing, coordination and management of technical requirements for Fringe-managed venues and selected Fringe-produced events (including lighting, sound, staging, information technology and power and technical personnel).  A key accountability of the role of Technical Coordinator is to provide technical advice and support to artists registered to participate in Adelaide Fringe 2006.  
Organisation Relationship
Reports to: 
Production Manager

Supervises:
Production, technical and venue casuals, production secondments and volunteers

Internal Liaisons:
Artistic Director, Venues Coordinator, Acting Technical Coordinator, Production Coordinator, Hub Production Manager, Opening Night Parade Production Manager and other short-term production crew, Chief Executive Officer, Aboriginal & Torres Strait Islander Arts Coordinator, Special Events Coordinator, Visual Arts Coordinator, Youth & Education Program Coordinator, Artist Coordinator, Marketing & Publicity Director Manager, Marketing Assistant

External Liaisons:
Adelaide Fringe registered artists, suppliers and contractors
FINANCIAL DELEGATION

Purchasing Authority:
Nil

Key Responsibilities
1. Under the direction of the Production Manager, ensure the cost-effective and timely delivery of the technical requirements for Fringe-managed venues.

2. In so doing, source, cost, negotiate and manage the provision of the technical requirements for Fringe-managed venues.
3. Liaise with the Artist Coordinator (Planning and Logistics), Adelaide Fringe 2006 registered artists and venue operators to assess technical requirements and ensure the delivery of technical equipment as agreed.
4. Provide artists registered to participate in Adelaide Fringe 2006 with specific technical advice and expertise.
5. Under the direction of the Production Manager, coordinate and manage the technical requirements for Adelaide Fringe 2006 programs and events.
Key Responsibilities
6. Under the direction of the Production Manager and in conjunction with the Venues Coordinator, coordinate and manage the supply and bump-in/ out of technical equipment, including supervising production and technical staff working in Fringe-managed venues.
7. Maintain a comprehensive Register of Technical Equipment for the Adelaide Fringe, which Register will include all equipment owned, hired and borrowed by the Adelaide Fringe.
8. Under the direction of the Production Manager, ensure Fringe-managed venues have appropriate technical staff.

9. In conjunction with the Production Manager, prepare and process contracts for all suppliers and ensure that all contracts are approved and executed by the Chief Executive Officer.

10. Ensure all safety regulations are followed and safe-working practices are observed and followed.
11. Monitor venue and technical budgets and report any variances to the Production Manager in a timely manner.

12. Report regularly to the Production Manager on the role and duties being performed.

13. Assist the Production Manager as required.
14. Other duties as directed by the Production Manager.
Key Accountabilities
· Work within set deadlines and budgets to ensure the cost effective and timely delivery of the technical requirements for Adelaide Fringe 2006 venues and events
· Meet all deadlines.

· Ensure all work generated is documented in an accurate and concise manner including venue and artist technical specifications, designs, schedules and personnel rosters.
· Ensure all contracts are approved and executed by the Chief Executive Officer.

· Monitor and adhere to venue, technical and production budgets set by the Chief Executive Officer and report any variances to the Production Manager in a timely manner, taking corrective action where appropriate.

· Meet goals and targets as directed by the Production Manager.

· Undertake projects/activities as directed by the Production Manager.

· Understand and comply with all Adelaide Fringe 2006 policies, procedures and requirements.
Person Description 
The Technical Coordinator should possess:
· Demonstrated professional experience in technical production management, ideally in the performing arts and/ or in multi-artform festivals and events.

· Demonstrated experience in the coordination and management of technical and production requirements for performing arts and/ or large scale events.

· Ability to interact, liaise and communicate effectively and easily with a broad range of people, both internal and external to the organisation, in a professional and ethical manner, including contractors and suppliers and professional and amateur artists.

· Outstanding communication and interpersonal skills.

· Outstanding negotiation skills.

· High level organisational, administrative and financial management skills.

· High level planning and problem solving skills, with an ability to think creatively, laterally and strategically.

· Ability to manage complex tasks and competing deadlines concurrently.

· Effective time-management skills.

· Collaborative working style with an ability to work with a team and in a hands-on capacity.

· Dynamic with a high level of self-motivation and an ability to work independently.

· Strong leadership skills.

· Good humour with positive and enthusiastic attitude.

COMPETENCY REQUIREMENTS AND SELECTION CRITERIA

Qualifications (Essential)
· Current A Class driving licence.

· First-Aid Certificate.

Qualifications (Desirable)
· Tertiary qualifications in technical, production and/or stage management or equivalent.

· EWP Operating Certificate

· Forklift licence
· CAD
COMPETENCY REQUIREMENTS AND SELECTION CRITERIA

Experience (Essential)
· Demonstrated professional experience in stage and/ or technical production in the performing arts.

· Demonstrated experience in the coordination, delivery and management of technical requirements for performing arts venues.

· Demonstrated experience in monitoring and working within set budget parameters and delivering set financial outcomes. 

· Demonstrated experience in working to set deadlines.

· Demonstrated experience in the scheduling of production and technical staff and crews.

· Demonstrated experience in the supervision of contractors and production teams including casuals, secondments and volunteers.
· Demonstrated experience in technical and/ or production management.

· Demonstrated experience in the coordination of technical requirements for multiple performing arts venues and non-traditional venues.

Experience (Desirable)
· Experience in a major festival or large-scale events.

Skills and Knowledge (Essential)
· Extensive technical knowledge including a background in lighting, sound and staging.

· Good working knowledge and understanding of the design and operations of theatrical lighting and sound designs and adaptations.

· Sound technical and/ or production knowledge.

· High level organisation skills and ability to meet deadlines.

· Occupational Work, Health and Safety practices and code of conduct.

· Computer literacy in spreadsheets, word-processing, database and internet/email software (preferably Microsoft products)

· Comprehensive scheduling and timetabling skills

· Existing industry networks and professional contacts

· Ability to trouble-shoot and think laterally 

· Comprehensive knowledge of electrical principals and regulations and building codes and regulations
COMPETENCY REQUIREMENTS AND SELECTION CRITERIA

Personal Attributes (Essential)
· Ability to interact, liaise and communicate effectively and easily with a broad range of people, both internal and external to the organisation, in a professional and ethical manner, including professional companies and amateur artists.

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

· Self-reliant and self-motivated.

· Creative, lateral thinking and flexible approach.

· Excellent oral and written communication skills.

· Excellent organisational and time-management skills.

· Excellent administrative and financial skills.

· Ability to cope with pressure situations.

· Ability to set and meet deadlines in a multi-faceted environment.

· High level ability to work to and manage multiple and competing deadlines and priorities.

· High level attention to detail.
· Patient, amiable and good humoured.

HOW TO APPLY

Applications should be forwarded to Ms Sacha Ure by e-mail to 25025@hender.com.au    

Telephone enquiries may be directed to Robyn Octoman on (08) 8100 8827.

Applications close Friday 27 May 2005.

Please note 

Your application will be automatically acknowledged by a return e-mail.
Adelaide Fringe 2006

Technical Coordinator
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