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POSITION DESCRIPTION 

Production Manager 
 

Position Title: Production Manager 

Department:  Technical Resources 

Location: Based at The Opera Centre, Sydney, but may be required to work and/or 
be based at project locations or other company work locations, as required.  

Classification: Production 

Employment Type: Temporary Contract  

 

The Company  

Opera Australia (OA) is Australia's national opera company, dedicated to enriching Australia's 
cultural life with exceptional opera and sustaining and developing the art form.       
           
Opera Australia is the largest and busiest performing arts organisation in Australia, with over 600 
opera performances a year, including two opera seasons in Sydney and Melbourne, Opera on 
Sydney Harbour, musical theatre, opera concerts and a range of other activities. Through its 
touring arm, the Company reaches out to communities in regional Australia, and delivers an 
exciting program to school students. Opera performances are broadcast and distributed nationally 
and internationally.  
 
Opera Australia casts its productions from an ensemble of Australian artists - opera singers, 
dancers, conductors and repetiteurs, with regular appearances by international guest artists. The 
Company manages the Australian Opera and Ballet Orchestra and also works in partnership with 
Orchestra Victoria. The Company works with leading directors and designers, and employs a 
large number of highly skilled people in the areas of scenic construction and painting, wardrobe 
and wig-making, stage production, and management and administration. Overall, the Company 
plays a vital role in developing and sustaining a specialist skills base in this unique area of the 
performing arts.  For further information please refer to our website at opera.org.au. 
 
The Technical Resources Department  

The Technical Resources Department is an in-house function of OA responsible for the supply of 
scenery, props, costumes, wigs, make-up, lighting, audio, projection, stage effects and crewing 
for productions within Opera Australia’s repertoire.  
 
Position Summary 

The Production Manager is responsible, and accountable, for co-ordinating and implementing all 
technical aspects of assigned productions within the defined constraints and goals of budget and 
schedule. This involves oversight of both internal and external suppliers, as demand requires. 
 

Reporting Line 

Reports to:  General Manager, Technical Resources 
 

Key Accountabilities 

Key accountabilities include, but are not limited to the following: 

Planning and scheduling 

 Preparation of detailed individual production schedules. 

 Chair weekly production meetings during pre-production & rehearsal period with all relevant 
parties. 

http://www.opera.org.au/
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 Assessment of external productions, such as co-productions or hires, regarding their 
technical practicalities and requirements and determining Opera Australia’s technical 
response to such productions. 

 Responsibility for technical maintenance and refurbishment of company productions and for 
scheduling such activities appropriately. 

 
Liaison and negotiation with Creative Teams 

 Liaison and negotiation with Directors and Designers to establish that production 
requirements are achievable within Opera Australia determined constraints. 

 Key monitoring, in association with the Technical Director, of all proposed variations to 
construction and their formal approval or otherwise. 

 
Oversight manufacturing process 

 Preparation, with Technical Director, of external Tender documents. 

 Direct oversight and accountability for determined procurement and manufacturing 
schedules. 

 Direct oversight and accountability for determined procurement and manufacturing budgets. 

 Direct oversight and supervision of all external contractors’ activities to ensure compliance 
with contracted designs, budgets, schedules and professional standards such that Opera 
Australia expects. 

 Chair weekly show-specific meetings with manufacturing HoDs to monitor progress and 
drive schedule and budget compliance. 

 
Oversight and coordinate production on stage 

 Oversight of all technical activities and elements of an assigned production leading to its 
successful realisation on stage to the highest professional production standards. 

 Maintain on-going responsibility for the technical wellbeing of assigned productions 
throughout their performance seasons. 

 Attend all stage calls and co-ordinate all areas of technical responsibility leading to the 
opening night performance. 

 Liaison with Stage Management to ensure all rehearsal and other production needs are met. 
 

Oversight logistics support 

 Liaison with Logistics Manager to ensure all logistic requirements are properly scheduled 
and staffed so as to maximise efficient use of resources. 

 Liaison with Logistics Manager to ensure all production elements are appropriately stored. 

 Preparation, with Logistics Manager, of all customs related documentation such as ATI 
Carnets, as and when required. 

 
Production Safety 

 Take lead responsibility to ensure production safety in all aspects of set design, 
manufacturing and staging of production. 

 Preparation of show-specific OH&S documentation including Risk Assessments and Safe 
Work Practices. 

 
Staff management 

 Assistance in consultation with relevant HoDs, in preparation of performance staff and crew 
rosters. 

 Responsibility for timely and comprehensive communication between all parties on 
assigned productions. 

 
Administration 

 Management of processes required to ensure all key milestones are met. 

 Key monitoring and analysis, in association with the Operations Manager, of crewing rosters 
for OA staff and venue staff, to ensure budget compliance and labour efficiencies. 
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 Preparation of weekly written Production Management Reports, detailing status of all 
productions and activities under your management. 

 Preparation of meeting notes and minutes to provide traceable decision-making process. 

 Oversight and responsibility for preparation of all production documentation and archiving 
including all performance related reports and plots. 

 

Other 

 Attend production and staff meetings and implement requests from these meetings as 
directed 

 Follow all Work Health and Safety policies and guidelines, including but not limited to: 

 Using equipment in the recommended manner and using safety and 
personal protective equipment as provided; 

 Reporting immediately any hazards, unsafe work practices or incidents that 
you see to your Head of Department in the first instance, and if not 
sufficiently addressed to the Senior Site and Technical Production Manager; 

 Adhering to safety solutions provided; and 

 Participating and contributing to discussions on safety implementations as 
they arise; 

 Undertake any other duties as required, which are within the limits of the employee’s skill, 
competence and training. 
 

Common Accountabilities 

Opera Australia is committed to the health, safety and wellbeing of its staff.  The company and its 
staff must comply with a range of statutory requirements, including equal opportunity, work health 
and safety, privacy and trade practice. The Company also expects staff to comply with its policy 
and procedures, which relate to statutory requirements and our ways of working. Appointees are 
accountable for completing training on these matters and ensuring their knowledge, and the 
knowledge of their staff, is up to date. 
 
All staff must: 

 Treat other staff and members of the public with respect. 

 Act with integrity and meet the company’s high standards of personal and professional 
conduct. 

 Take reasonable care of, and cooperate with actions taken to protect, the health and safety 
of both themselves and others 

 Report incidents and hazards to their immediate manager as soon as practicable. 

 All Managers of staff and facilities must do whatever is reasonably practical to ensure that 
both the workplace and the work are safe, in consultation with staff affected.  

 
Specific Challenges 

The challenges for the Production Manager include: 
 

 Schedule compliance 

 Budget compliance 

 Roster compliance 

 Safe technical delivery, and operation, of often complex designs. 
 
Scope of the Position 

The Production Manager exercises significant independent judgement in performing the above 
range of duties. The position is accountable to the Technical Director for the professional conduct 
and operation of the Technical Department. 
 
Key Selection Criteria 

 Extensive production management experience in the industry. 

 A proven track record in delivering complex theatrical designs. 

 Highly developed planning, organisational, and scheduling skills. 
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 Effective interpersonal, communication and teamwork skills. 

 Sound budget and staff management experience. 

 A well-developed understanding of, and commitment to Work Health and Safety practice and 
statutory requirements. 

 An ability to work autonomously and to work under pressure to meet tight deadlines. 
 

Other considerations  

Appointment to this position is subject to the position holder having residency status and/or 
possessing a visa with work rights. Appointment may also be subject to passing a mandatory 
Working with Children check, where required by law. For some positions, an independent health 
and fitness check or criminal records check may also be required.   
 
The role involves working in venues as well as regular evening and weekend work. 
 
This position description will be reviewed on a regular basis and changes made to reflect 
changes in the requirements of the role. Staff will be consulted in the process of review.     
 


