DARLINGHURST THEATRE COMPANY 

VENUE & TECHNICAL MANAGER - POSITION PROFILE

The Venue & Technical Manager of the Darlinghurst Theatre Company must be self-motivated and confident.  They must demonstrate initiative and an ability to work with and within team. They must possess the ability to communicate with stakeholders from a diverse range of backgrounds.

The Venue & Technical Manager of the Darlinghurst Theatre Company must have experience and training in theatre technical equipment. References from three industry professionals will be requested prior to the position being offered.  Experience in theatre production and/or the performing arts is desirable.

Venue management and maintenance of the venue is an important part of the job. Darlinghurst Theatre Company has a limited staff and employees take on a number of tasks. The person employed for this role will be expected to assist and supervise the overall presentation, appearance, cleaning and maintenance of the theatre venue.

The Venue & Technical Manager is responsible to, and reports directly to the General Manager in relation to the following key responsibilities.

REPRESENT

1) Understand, embody and promote the company’s mission, its policies and ethical direction.

2) Maintain a high level of professionalism in interactions (be these in person, via telephone or email) with stakeholders and company staff.

3) Undertake public relations functions at company events under the direction of the General Manager and/or Artistic Director.

TECHNICAL SERVICE (approx 15hrs/week)

Darlinghurst Theatre Company 

a. Educate and advise DTC season partners on the technical specifications of the venue and the equipment available. 

b. Educate and advise DTC season partners on the company’s OH&S policies and practices.

c. Liaise with each of the DTC season partners’ production and/or stage managers regarding the scheduling of their production’s pre-production, bump in, technical rehearsals, performance season and bump out.

d. Approval all bump in/out schedules, and in the case of double performance seasons create the production schedule in consultation with the DTC season partners’ production and/or stage managers.

e. Manage the bump in and bump-out for all productions within the DTC season.

f. Train and supervise all technical operators working in the venue with DTC season partners.

g. Undertake appropriate record keeping for all technical equipment owned, loaned and borrowed by Darlinghurst Theatre Company.

h. Organise, and where appropriate undertake, repairs to technical equipment owned by Darlinghurst Theatre Company.  

i. Undertake technical supervision and operation for one off events in the theatre.

Darlo Drama program 

j. Educate and advise Darlo Drama production teacher/directors on the technical specifications of the venue and the equipment available.

k. Educate and advise all Darlo Drama participants on the company’s OH&S policies and practices. 

l. Production manage Darlo Drama studio student productions.

m. Create basic lighting designs/plots for all Darlo Drama Studio student productions.

n. Operate lighting/sound for all Darlo Drama Studio student productions and Level 3 Plays.

VENUE MANAGEMENT 

1) Darlinghurst Theatre venue (approx 8 hrs/week)

a. Undertake appropriate record keeping for all venue equipment owned, loaned or borrowed by Darlinghurst Theatre Company.

b. Organise, and where appropriate undertake, repairs to all venue equipment owned by Darlinghurst Theatre Company.

c. Organise, and where appropriate undertake, repairs to the fabric of the venue.

d. In consultation with the General Manager; implement, monitor and refine the company’s OH&S policy and practices.

2)        Cleaning  (7 hrs/week total)

Darlinghurst Theatre foyer areas. 

a. Undertake a weekly clean of the foyer areas 

 Darlo Drama program 

b. Undertake a weekly tidy/clean of the Darlo Drama program’s rehearsal space at St Canices’ church hall.

FINANCIAL MANAGEMENT

1) In consultation with the Artistic Director and the General Manager, manage the venue maintenance and technical equipment budgets, in accordance with company administration and financial management practices.

2) Provide monthly reports to the General Manager on the status of the company’s venue and technical operations.

GENERAL 

Undertake any other duties as requested. 
POSITION SPECIFICATIONS

Salary:  up to $32,000 plus 9% superannuation

Hours: 30 hours per week.  Flexible working hours including after office hours work. Time in lieu.

Leave: 4 weeks annual leave and 5 days paid sick leave per annum

Trial: 3 months trial period applies.

