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Position Description – Administrator, Touring & Commercial 

 
 
 
Position Details  

Position Title: Administrator, Touring & Commercial 
 
Department Touring & Commercial 
 
 
Location: Based at The Opera Centre, Melbourne but may be required to work and/or be 

based at other company work locations, as required.  
 
Classification: Administration 
  
Employment Type:  Full time  
 
The Company  

Opera Australia 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 presents over 700 opera performances a year, including two mainstage 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 www.opera.org.au 
 
The Melbourne Office  

The Melbourne Office of Opera Australia, currently located at 45 William Street, Melbourne is the home 
of the Touring & Commercial Department.  The office supports the Victorian operations of Opera 
Australia through wardrobe, box office, and patron & Capital Fund programs. 
 
 
Position Summary 

The position provides administrative support for Touring & Commercial Department including support to 
the Executive Producer, Touring and Commercial.  The position also provides administrative and 
logistical support to ensure the smooth running of the Melbourne Office, and its regular Sydney based 
visitors during Melbourne seasons. 
 
 
 

http://www.opera.org.au/


 

 Page 2 of 3 

 
 
Reporting Line 

Reports to:  This position reports to Executive Producer, Touring & Commercial. 

  
Direct Reports 

The position has no permanent Direct Reports.  From time to time responsibilities on certain projects may 
necessitate additional support for this position.  The Administrator, Touring and Commercial would oversee 
any support staff. 
 
Key Accountabilities 

Day to day responsibilities include the following: 
 
• Production Administration of Touring & Commercial Projects including but not limited to 

o Regional Tour including Community Engagement Programs 
o Schools Tours 
o Commercial Musicals 
o NYE events at Sydney Opera House 
o Domain and Bowl outdoor free concerts 

• Administrative duties include: 
o Administering accounts payable and receivable via the company’s IPOS system 
o Coordinating personnel contract issue and execution 
o Coordinating payroll for the Regional Tour and Schools Company 
o Coordinating travel bookings 
o Supporting the Associate Producers and Company/Tour Managers of T&C projects with other 

tasks as required 
o Managing the administration of petty cash, cabcharge/uber and carry out banking duties 
o Coordinating Invite lists for opening nights 
o EA support for the Executive Producer 

• The role also coordinates general office management including managing: mail, stationery, postal 
supplies, courier requirements, key register and regularly updating and distributing phone lists with 
changes of staff.  

• Carrying out other duties that may be required from time to time 
 

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. 
 
Specific Challenges  

This position is important to the smooth running of the Touring & Commercial Department and Melbourne 
office. It brings together the administration of two areas of the organisation, and provides an opportunity to 
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build and finesse administrative systems and procedures that will support an efficient and nimble 
administration of the department  
It involves contact with a broad range of Opera Australia’s constituency including key partners, venues, 
general public, management, artists, hirers, and volunteers. 
 
As a small office, Melbourne based staff are expected to work as a team and to brief each other on matters of 
general importance – and the Administrator, Touring & Commercial is an important link in this team. 
 
Scope of the Position  

This role offers the opportunity of making a real contribution to the success of Opera Australia. While there 
are routine daily and weekly tasks to complete, the co-operation and initiative shown by the person in this 
position are key to making the Touring & Commercial operation run smoothly and efficiently. It accordingly 
provides an indirect contribution to more than one third of the Company’s $100m turn over. 
 
Key Selection Criteria 

• Excellent personal skills, including courtesy and patience 
• Proven administrative and organisational skills 
• Proven ability to develop and maintain strong and productive relationships with multiple stakeholders 
• High standard of written and verbal communication skills 
• Ability to manage competing priorities 
• High level of skill in Word and Excel. 
• Accurate data entry and attention to detail 
• Have a team focus with ownership of personal performance 
 
      Other desirable skills and experience: 
 
• Familiarity with Tessitura  
• Familiarity with Arts Vision 
• Familiarity with IPOS 
• Knowledge and interest in the Australian performing arts industry 
 
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.   
 
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.    
 

Endorsed:  
Name: Alex Budd 
Title:   Executive Producer, 
Touring & Commercial 
Date:   March 2018 

Approved:  
Name: Mahua Das 
Title:    HR Director 
Date:   March 2018 
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