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POSITION TITLE:



VENUE MANAGER 
DEPARTMENT:



Operations.

HOURS AND WEEKS WORKED:
Minimum 37.5 hours per week including after hours work.


All leave entitlements accrued are to be taken at a mutually agreed time.


REPORTING TO:



Director of Operations.

SUPERVISORY RESPONSIBILITIES:
Theatre Technicians (2)
GENERAL PURPOSE:
The Venue Manager is responsible for the effective and efficient operation of the John Inverarity Music and Drama (JIMaD) Centre, provision and management of front of house and technical services for performing arts events and management of the external hire of the Music and Drama Centre. The Venue Manager will also develop an empathy with the directions of the music department, in particular the visions for the visiting artist programme.
ESSENTIAL DUTIES AND RESPONSIBILITIES that contribute to the objectives of the School include the following:
· Plan for and schedule activities, events and bookings within the JIMaD Centre and Memorial Hall.
· Provide audio, lighting and video services to the JIMaD, Hall and other areas of the school.
· Roster and manage the working hours of technicians and engage casual technical staff where required.

· Manage the performance of technicians.

· Ensure that resources are provided for users of the venue.

· Develop and implement operating procedures for the JIMaD Centre and Hall.

· Develop procedures for Front of House services.

· Manage Front of House services for all events within the JIMaD Centre and Memorial Hall including working with Heads of Departments and hiring casual FoH staff where required.
· Manage the hiring of the JIMaD Centre.

· In partnership with the Director of Music, develop and maintain a professional image and outlook for the JIMaD Centre.

· Develop a maintenance and cleaning schedule for the JIMaD Centre and Hall and in consultation with the Facilities Manager, ensure that it is implemented.
· Identify faults and safety issues in the centre and ensure that they are promptly rectified.

· Identify and rectify inefficient procedures.

· Identify and promote improvements in the efficiency and effectiveness of the operations of JIMaD Centre.

KEY WORKING RELATIONSHIPS include, but are not limited, to the following:
· Director of Music

· Users of the School’s Performing Arts facilities including:
· Drama Department

· Junior School

· Outside organisations

· Senior School

· Director of Operations
· Facilities Manager
· Contractors and suppliers.
KEY PERFORMANCE AREAS:

Venue Management:

· Planning and scheduling use of performing arts facilities

· Providing customer-focussed approach to venue management

· Providing technician and front of house services

· Developing safe and effective operating procedures

· Managing the maintenance and cleanliness of the JIMaD Centre to ensure it is presentable to all users.
Management and Leadership
· Observe and maintain appropriate standards of behaviour

· Support, lead and motivate staff.

· Create and work in a team environment with all staff.

· Identify training and development opportunities for staff.

· Provide input into staff recruitment and selection.

· Uphold the Statement of Purpose, Vision and Values of the School.

· Participate as a member of the Operations Management team.

Financial Management
· Prepare and manage annual budgets.

· Manage a roster and expenditure for casual staff.

· Keep up to date with the technical equipment market and source appropriate products for the venue.

· Identify cost efficiencies and process improvement opportunities.

· Prepare financial reports including forecasts of income and expenditure for the venue.

Customer Focus
· Develop an empathy with the directions of the Music department, in particular the the Visiting Artists’ Programme.
· Identify and develop relationships with customers, both internal and external.

· Build relationships with regular customers.

· Ensure that agreed customer expectations are met.

· Keep customers informed about the coordination and resourcing of events within the venue.
DELEGATION LEVELS:

The Venue Manager reports to the Director of Operations and works in partnership with the Director of Music. 
The Venue Manager has the authority to:

· Engage casual staff to provide front of house and technician services within approved budget allocations.
· Take whatever reasonable action is required to ensure that the School’s performing arts facilities are maintained in a safe condition.

· Take whatever reasonable action is required to enure that the needs of visitors to, and users of the JIMaD Centre are met.

· Take whatever reasonable action is required to ensure the safety of patrons within the venue at all times.

RESOURCES AND BUSINESS LEVELS:

Number of Staff:

Theatre Technicians (2)
Casual staff as required

COMPETENCIES:
The Venue Manager shall have competencies in:

· Management and promotion of performing arts venues
· Audio, lighting and stage management
· Management and motivation of staff

· Financial management

· Customer service

· Interpersonal communications
· Use of computer based programs

A current motor vehicle (car) licence is essential.

A current Federal Police Clearance is required.

QUALIFICATIONS and/or EXPERIENCE:
Experience in management of performing arts venues is essential and formal qualifications in a relevant field are highly desirable.
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