PRODUCTION & OPERATIONS MANAGER
JOB INFORMATION PACK

ABOUT HOTHOUSE
Our Mission: Through the power of new Australian theatre, we explore compelling ideas and
inspire our community to embrace creativity.
Our Vision: To be a creative force in Australian theatre-making and a cultural force in our regional
community.
HotHouse Theatre is an adventurous producer and presenter of high quality Australian theatre,
and a centre for artistic retreat and development. Located on the border of regional NSW and
Victoria, we also provide artistic and professional development programs for the communities of
Albury-Wodonga, and the surrounding regions of Southern NSW and North East Victoria.
We began as the Murray River Performing Group in 1979, when nine brilliant, determined
Victorian College of the Arts theatre graduates descended upon the border towns of AlburyWodonga. Their mission: to settle in the region and respond theatrically to its life and spirit. In
1997 we transformed into HotHouse Theatre, a contemporary, professional theatre company
offering diverse, exciting theatre fare to our regional audiences.
In 2016, we are a versatile organisation with deep local roots and broad national reach. The
people of our region continue to support us generously: as engaged audience members, as
sponsors and givers, and as enthusiastic partners and participants in our community programs
and services.
PRODUCTION & OPERATIONS MANAGER
The Production & Operations Manager is a full-time position working closely with the General
Manager, Artistic Director and Artistic Program Producer. There are three clear areas of
responsibility for the HotHouse Theatre Production & Operations Manager: production and
technical management of artistic activities, venue and equipment management, and technical
training.
The Production & Operations Manager takes primary responsibility for the management of the
Butter Factory Theatre and other HotHouse sites including the Month in the Country farmhouse,
our offices, and storage facility.
Hours:

38 Hours per week. Some evening and weekend work required. Overtime is
managed within the company’s Time Off In Lieu (TOIL) policy.

Salary:

$53,000 - $57,000 (dependent on experience)

Package:

9.5% Employer contribution to superannuation
20 days annual leave per annum accrued, with 17.5% leave loading
10 days personal leave per annum
Complimentary tickets to HotHouse productions subject to availability and in
line with company policy
Initial 12-month contract, with a 6-month trial period. May be extended
subject to funding
General Manager
ASAP

Contract:
Reporting to:
Start Date:

POSITION DESCRIPTION
Production Management
The Production & Operations Manager will be required to:
•
•
•

•
•

Effectively plan for production requirements including budgeting and scheduling for all
productions and other artistic activities in the year.
Develop and implement a risk management plan for all productions and events including
hirers.
Organise, schedule and supervise the successful bump in and bump out of company and
hirer events, ensuring the safety of staff and artists while minimising wear and tear or damage
to equipment and venue.
Act as technician or stage manager for HotHouse projects and hirers as required, otherwise
overseeing the rostering of appropriate casual staff as the budget allows.
Ensure the completion of post-production tasks including paperwork, returns and storage

Production Personnel Management
The Production & Operations Manager will be responsible for:
•
•
•

Employment, supervision and delegation of tasks for all casual production staff (including
secondments and trainees) within set budgets and with regard to production schedules.
Ensuring that technical, production and venue staff are managed within the Award conditions.
Managing the full-time Technical Trainee including:
o Scheduling the annual work program as per the needs to the artistic program and
qualification requirements
o Scheduling holidays in conjunction with the General Manager
o Scheduling training commitments as per the negotiated work plan.
o Scheduling secondment opportunities
o Undertaking specific training of the trainee with reference to their areas of expertise.
o Overseeing the welfare and safety of the Technical Trainee

Facility Management
The Production & Operations Manager will manage all HotHouse facilities:
•
•
•
•
•
•
•

Ensuring that HotHouse sites are well maintained and operated within the scope of the
annual budget.
Preparing long term plans for use and maintenance of the Butter Factory Theatre, including
capital improvement and development.
Scheduling, upkeep, security and maintenance of company vehicles, including servicing and
repairs as needed within the annual budget.
Managing all storage areas for the company
Maintaining an inventory of HotHouse Theatre’s technical and production assets, and carry
out maintenance and purchases as required, within the agreed budget.
Managing the hire and loan of equipment to other organisations as required.
Working with the Live Hubs Manager, liaise with hirers of the Butter Factory Theatre to ensure
appropriate technical support is supplied and that the best interests of the Butter Factory
Theatre and HotHouse Theatre are protected.

General
The Production & Operations Manager will generally be required to:
•
•
•
•
•
•
•

Act as the primary contact point for all production and technical work experience volunteers
and secondments.
Ensure the completion of all paperwork to do with volunteers and secondments.
Maintain links between the Company, this regional community and the wider national arts
community.
Plan long term for production and other company activities in conjunction with the HotHouse
team.
Maintain the production and technical filing system
Oversee the updates on WH&S documentation to ensure all company policies are in line with
the act and regulation, as well as accepted national standards for best practice.
In collaboration with the Marketing & Communications Manager ensure that all HotHouse
projects are documented and archived via video footage.

SELECTION CRITERIA
• A minimum of three years’ professional experience as a Technical or Production Manager in a
theatrical context;
• Financially literate with excellent ability to both draft and control budgets;
• A solid understanding of the Australian theatrical landscape and a deep commitment to the
theatrical form and the role of a company such as HotHouse Theatre.
• Must hold a minimum C Class drivers license
• Proven communication and leadership skills with other members of creative and
management teams.
• Understanding of creative processes and receptive and responsive to creative concepts;
• Strong knowledge of WHS practices;
• Highly organised with strong attention to detail;
• Good understanding of all relevant awards;
• Lateral thinking – possessing excellent problem-solving skills;
• Trainer/Assessor qualification highly desirable, further training will be arranged if needed with
the right candidate.
How to apply
To apply for this position please submit the following information:
1. A covering letter
2. Up to date CV including details of two professional referees
3. A response to the selection criteria and position description (three pages max)
Email to tahni@hothousetheatre.com.au by 5pm Monday 8 February, 2016.
Telephone enquiries may be made in confidence to Tahni Froudist, General Manager on 0402
602 208 during normal office hours.

