
   
                                                                              

Thank you for your interest in the position of House Manager (Part-time) with the Sydney Theatre 
Company 

 

The House Manager acts autonomously within broad guidelines to provide a level of venue 

management befitting Australia’s premier theatre company across all venues. The House Manager 

briefs and leads a team directly responsible for the safety and experience of STC patrons.  

The House Manager also supervises and coordinates venue security personnel from external 

companies and balances programme sellers. They will also be required to induct staff into the 

building. 

They are the point of contact on all FOH issues for patrons, hirers, contractors, tenants and staff 

during performances and out of office hours. They are therefore entrusted to deliver quality customer 

service, first aid, coordinate emergency procedures and ensure compliance with WH&S legislation to 

provide a safe environment to our patrons, contractors and staff.  

The House Manager is also required to integrate FOH requirements with other departments, 

contractors, artists and tenants. 

 
Aside from the information outlined in the job description other relevant details of the position are: 

 
1. Hours of Work 

 
This is a part-time position. The role will be required to be available to work evening shifts and 

weekends. The Part Time FOH Manager will work a minimum of 22.8 hours per week but may be 

required to work up to 38 hours. Any hours worked over 22.8 will be at the mutual agreement of the 
House Services Manager and the Permanent Part Time FOH Manager 

 
 

The position is based at our venues at The Wharf and The Roslyn Packer Theatre, Walsh Bay. 

 
2. Salary and Entitlements 

 

 Hourly rate is $36.03 an hour. Ordinary hours and Overtime entitlement will be as defined in 
the STC’s Enterprise Agreement 2020-2022. 

 4 weeks annual leave 

 10.5% Superannuation 

 Complimentary tickets to STC productions (subject to availability) 

 
3. Application 

 

In order to make your application for this position, please forward your resume and a cover letter briefly 
demonstrating how your experience is applicable to this position as outlined in the criteria below. Please 

note, applications which to not address the selection criteria will not be accepted. 
 

 Positive interpersonal skills and the ability to successfully interact equally well with patrons, staff 

and sponsors. 
 Excellent supervisor skills and management of staff in a customer service environment 

 Excellent customer service skills and calm under pressure 
 Ability to manage difficult people with tact and professionalism 

 Ability to oversee a range of concurrent activities and to tight deadlines 
 First aid qualifications 



   
 
For a copy of the complete Job Pack including the full Position Description, please visit our website: 

https://www.sydneytheatre.com.au/about/careers 

 
Please submit your application including your resume and cover letter to 

recruitment@sydneytheatre.com.au 
 

Closing date for applications is 9am Friday 30th April 2021 

 
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 (LGBTQI+) people. 
 

For a full copy of the Sydney Theatre Company’s Cultural Representation Pledge, please 

visit our website: https://www.sydneytheatre.com.au/about/stc-commitments/cultural-
representation-pledge  

 

Job Description  

 

Position title: House Manager, Permanent Part Time 

Reports to: The House Services Manager; however the House Manager is the duty manager during 

performances (and out of office hours).  

This position works closely with the Stage Management, Box office, Bar staff and contractors and 

occasionally with dignitaries’ security staff or the NSW Police department. 

On opening nights and special events, the House Manager liaises with the Publicity and Business 

Development departments. 

Job overview  

The House Manager acts autonomously within broad guidelines to provide a level of venue management 

befitting Australia’s premier theatre company across all venues. The House Manager briefs and leads a 

team directly responsible for the safety and experience of STC patrons.  

The House Manager also supervises and coordinates venue security personnel from external companies and 

balances programme sellers. They will also be required to induct staff into the building. 

They are the point of contact on all FOH issues for patrons, hirers, contractors, tenants and staff during 

performances and out of office hours. They are therefore entrusted to deliver quality customer service, first 

aid, coordinate emergency procedures and ensure compliance with WH&S legislation to provide a safe 

environment to our patrons, contractors and staff.  

The House Manager is also required to integrate FOH requirements with other departments, contractors, 

artists and tenants. 
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The Permanent Part Time FOH Manager will work a minimum of 22.8 hours per week but may be required 

to work up to 38 hours. Any hours worked over 22.8 will be at the mutual agreement of the House Services 

Manager and the Permanent Part Time FOH Manager.  

Key Responsibilities 

 To assist for the House Services manager in the smooth running of Sydney Theatre Company’s 

Venues. 

 To manage and supervise FOH ushering staff and security staff. 

 Acts as Deputy Chief Fire Warden outside of business hours.  

 Responsibility for managing emergency procedures and first aid.  

 Responsible for ensuring all House Services staff are familiar with emergency procedures. 

 To resolve patron conflicts, complaints and disputes. 

 To work closely with Bar Manager and Restaurant Manager to ensure the smooth transition of 
patrons from the Bar/Restaurant to the theatre spaces.  

 To ensure the safety of people within the venue through the required standard of First Aid, Chief 

Fire Warden training and oversight of compliance with WH&S legislation. 

 To oversee merchandise sales; manage cash handling, accurate accounting and stock inventory.  

 Responsibility for the prompt start and smooth running of all performances, subscriber briefings, 

outside hires and special events; ensuring all House Services staff are familiar with standard 
operating procedures and SWMS. 

 Ensure the effective reporting of all events and incidents to the appropriate company personnel. 

 Communicate all House Services staffing requirements to the Roster Manager. 

 To brief artists and outside hirers regarding the evacuation procedures. 

 Provide assistance to the House Services Manager in the completion of weekly timesheets prior to 

their submission to payroll to ensure correct coding etc. 

 To ensure venues and the building are secured after conclusion of evening shifts.  

 

Key relationships Capabilities and competencies 

o Stage management 

o Sydney Theatre operations team 

o Development team and Events          
Manager 

o House Services Manager 
o Sydney Theatre Building Services Manager 

and Technical Managers 

o Positive interpersonal skills and the ability to 

successfully interact equally well with patrons, staff 

and sponsors. 
o Excellent supervisor skills and management of staff 

in a customer service environment 
o Excellent customer service skills and calm under 

pressure 
o Ability to manage difficult people with tact and 

professionalism 

o Ability to oversee a range of concurrent activities 
and to tight deadlines 

o First aid qualifications 

 



   
Work Health & Safety 

For the purposes of the Workplace Health and Safety Act and Regulations the House Manager must ensure 

that she/he: 

 takes reasonable care of the health and safety of themselves and others; 

 works in a safe manner and follows procedures introduced for their protection; 

 participates in any training or education necessary to enable him to work safely including 

familiarisation with the STC’s WH&S Policy; 

 reports any unsafe work practices or conditions to their supervisors; 

 Cooperates with Sydney Theatre Company in their efforts to comply with workplace health and safety 
requirements. 

 

Environmental Sustainability  

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

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. 
 

 

This job description describes the main tasks of role but is not an exhaustive list. It may also change 

from time to time with due consultation to meet the changing needs of the business.  


