
 

 

 

 

Thank you for your interest in the position of Venue Manager.  

 

Hours of Work  

The usual hours of work are 35 hours week. The nature of working for a theatre company and 

requirements of this position require flexibility, and will include evening and weekend hours.  

 

The position is for an initial fixed term of 1 year and will commence early 2020. The position is based 

at The Roslyn Packer Theatre, 22 Hickson Road, Walsh Bay, NSW. 

 

Salary and Entitlements 

 Salary is dependent on experience 

 10.5% superannuation  

 4 weeks annual leave  

 Complimentary tickets to all STC productions, pending availability 

Application 

In order to make your application for this position, please forward your resume and a cover letter to 

recruitment@sydneytheatre.com.au  

 

Key Capabilities and competencies  

 Strong experience in successful event and venue management from end to end 

 Strong entrepreneurial spirit, a self-starter and an ability to lead a team 

 Experience in managing staff 

 Ability to negotiate with clients to get the best possible outcome for the venue and STC 

 Strong skills and experience in scheduling  

 Ability to manage own workload and coordinate multiple tasks / requests from different parts of 

the business 

 Strong interpersonal skills and proven ability to develop strong relationships with professional 

associates, including staff, corporate hires and sponsors. 

 Experience of and ability to work to a budget 

 Experience of successful project management 

 Ability to develop new business highly regarded 

 Experience of technical/ production side of theatrical or event management highly regarded 

 An appreciation of the art form of theatre, and experience working for Theatre especially in an 

Australian context. 

Applications close 12pm Friday 15th November 2019 

 

Should you have any queries regarding this role, please contact Jono Perry. 

 

* Must be Australian resident or hold current, appropriate working visa 

 

The Sydney Theatre Company encourages applications from Aboriginal and Torres Strait Islander 

people, people with a disability, mature age workers, people from diverse cultural and linguistic 

backgrounds and lesbian, gay, bisexual, transgender, intersex and queer (LGBTI+) people. 
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Job Description 
    

 
Position title: Venue Manager, Roslyn Packer Theatre 
        
Reports to:       Director; Technical, Production and Wharf Renewal  
 
Direct reports:   Venue & Events Coordinator 
 

Job overview 

The Venue Manager is responsible for providing leadership in venue hire and operations at the Roslyn 

Packer Theatre (RPT). In consultation with the Director, Technical, Production & Wharf Renewal the Venue 

Manager leads the day to day venue operations of the RPT.  

  

The Venue Manager will provide positive leadership to ensure that a cohesive and collaborative workplace 

is maintained at the RPT.  They coordinate with outside hirers and STC Managers to ensure all hirer and 

operational deliverables, budget and deadlines are facilitated.  They will ensure efficient use of company 

resources and personnel.   
 

Key Responsibilities: 
 
The role is responsible for the above outcomes through activities which includes: 

 
Leadership  

 Provide leadership and effectively manage the running of the RPT ensuring that all departments, 
functions and venue requirements are operating to their full potential.  

 Collaborate with the Head of Technical Operations and other peer managers to ensure that RPT 
Venue operations and output are appropriate, effective and in line with operational plans  

 Be responsible for the delivery of the RPT operational business plan and collaborate with others 
across the organisation to ensure goals are met and plans are executed accordingly 

 As a leader within RPT and STC, ensure that information is disseminated in an appropriate and 
timely way throughout the organisation 

 Supervise the Venue & Events Coordinator to ensure all RPT corporate hires and STC events are 
delivered to a high standard  

 Supervise the Venue & Events Coordinator to ensure all RPT administration, presenting company 
support and general communication is delivered to the highest standard.  

 As a member of the management team attend and proactively engage in management meetings. 
 

Venue Management 

 Manage and monitor all venue operations and projects in collaboration with Director, Technical, 
Production and Wharf Renewal 

 Proactively manage all new event opportunities that arise internally and externally at the RPT, and 
seek new business for the venue where availability allows. 

 Manage the day to day requirements of presenters at the RPT, communicating with STC senior 
management, Marketing and Box Office.  

 Day to day management of venue commercial partners to ensure efficient service to customers and 
hirers, and the delivery of benefits to exclusive supply partners 

 Develop and maintain up to date and relevant policies and procedures for all venue operations 

 Monitor and manage venue operations budgets in collaboration with Director, Technical, Production 
and Wharf Renewal 

 Systems management of event software, Artifax  

 Liaise with the Marketing Manager, Campaigns regarding venue marketing.  

 Ensure the venue is maintained as a premiere performance venue, with excellent patron experience 

 Ensure day to day operations are delivered seamlessly.  
 



 

Presenter/Client Services 

 Day to day management of visiting and presenting companies, including but not limited to labour 
costing, contract management, and other requests as required; working with the Senior Producer 

 Care for, provide information to and liaise with visiting companies and artists and be the main point 
of contact for presenters on all practical day to day matters 

 Manage all opening night functions in association with the presenting company, their sponsorship 
department or similar, venue catering staff, Front of House and Technical Departments  

 Compile presenter expenses and liaise with the accounts department to produce hirer financial 
settlements and provide presenters with comprehensive settlement documentation 

 Liaise between performance hirers/presenters and Front of House Staff to ensure clear 
communication of performance information  

 Create and implement reliable methods of evaluating service levels with hirers 

 Costing and policy, including evaluations, are relevant, timely and up to date. 
 

Venue Hire 

 Utilise networks to actively promote the RPT as a corporate hire venue.  

 Drive the corporate event activity at the RPT through regular communication with events planners 

 Generate and drive marketing plans which will maximize the corporate hire of the RPT venues, 
including special offers, venue listings and pro-active procurement of event business  

 Effectively service event hirers of the RPT in order to maximise satisfaction and repeat business. 

 Produce costing, contractual, final settlement and evaluation documentation for event hirers of the 
RPT  

 Communicate effectively with the Technical, Production and Front of House teams to ensure 
efficient scheduling of event resources with minimum impact to the theatre’s artistic activities. 

 To be a main point of contact for the event hirer, before, during and post the hire period and to 
assist the event hirer with any reasonable requests made of the venue and/or staff members. 

 To manage details and logistics of external event hires and to ensure dissemination of relevant 
information from hirers to the Senior Producer, Head of Technical Operations, Box Office & Front of 
House. 

 Work with Finance to produce event hirer financial settlements. 

 Develop and maintain up to date and relevant policies and procedures for all venue hire operations 

 

Work Health & Safety 

 

For the purposes of the Work Health and Safety Act and Regulations the Stage Manager must ensure 

so far as reasonably practicable the health and safety of his/her team including but not limited to:  

 

 Lead the Staging department at STC to ensure that systems of work and the working environment 
of the employees are safe and without risks to health including; 

 hazards in the working environment are either eliminated or controlled so far as is reasonably 
practicable  

 all employees are adequately informed of hazards and potential hazards  and how to deal with them 

 Provide information, instruction, training and supervision as may be necessary to ensure employees' 
health and safety at work.  

 Consult with workers and their representatives on work health and safety matters 

 Lead injury management matters for injured or ill employees as required by legislation. Work closely 
with and the Sydney Theatre Company's Return to Work Coordinator and employees to ensure STC’s 

 Policy and Return to Work Program are upheld. 

 Works in a safe manner and follows procedures introduced for his/her protection 

 Reports any unsafe work practices or conditions according to Sydney Theatre Company reporting 
procedures 



 

Environmental Sustainability  

To support the Company’s vision of becoming the world’s most sustainable theatre company, the Venue 

Manager must ensure that she/he: 

 takes reasonable steps towards minimising the environmental impact of their role and that of the 
Company; 

 works in an environmentally responsible manner and follows procedures introduced to this end; 

 participates in any training or education necessary to enable them to work sustainably including 
familiarisation with the Company’s various green policies; 

 brings to the attention of the internal Green Team any situations or practices that could be improved 
in relation to environmental performance; and 

 co-operates with Sydney Theatre Company in their efforts to lead in the area of environmental 
sustainability. 

 
Other information 
 

Key relationships Capabilities and competencies 

 Director, Technical, Production and Wharf 
Renewal 

 Senior Producer 

 Development team and RPT Admin and 
Technical team 

 Head of Technical Operations  

 STC technical team 

 Finance 

 Hirers 

 Corporate Sponsors 

 Partners  

 Walsh Bay Kitchen / Trippas White Group 

 Glee Books  

 Box Office 

 Marketing 

 FOH 

 

 Strong experience in successful event and venue 
management from end to end 

 Strong entrepreneurial spirit, a self-starter and an 
ability to lead a team 

 Experience in managing staff 

 Ability to negotiate with clients to get the best 
possible outcome for the venue and STC 

 Strong skills and experience in scheduling  

 Ability to manage own workload and coordinate 
multiple tasks / requests from different parts of 
the business 

 Strong interpersonal skills and proven ability to 
develop strong relationships with professional 
associates, including staff, corporate hires and 
sponsors. 

 Experience of and ability to work to a budget 

 Experience of successful project management 

 Ability to develop new business highly regarded 

 Experience of technical/ production side of 
theatrical or event management highly regarded 

 An appreciation of the art form of theatre, and 
experience working for Theatre especially in an 
Australian context. 

 

 

This job description describes the broad scope of the role and is not an exhaustive list. It may also 
change from time to time with due consultation to meet the changing needs of the business. 

 

 

 

   

 


