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POSITION DESCRIPTION 

Production Coordinator, In-Theatre  
 

Position Title: Production Coordinator, In-Theatre  

Department:  In-Theatre 

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

Classification: Administration 

Employment Type: 2 years 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 is the largest and busiest performing arts organisation in Australia, with over 800 
opera performances a year, including two opera seasons in Sydney and Melbourne, Handa 
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 also 
delivers an extensive program to school students. Opera performances are broadcast and 
distributed nationally and internationally.  

Opera Australia casts its productions from ensemble core of Australian artists - 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 In-Theatre Department  
 

The department is responsible for the development and implementation of opera seasons at the 
Sydney Opera House and Arts Centre Melbourne, and occasionally on tour.  

 
Position Summary 
 
The Production Coordinator, In-Theatre is responsible for supporting the Director, Technical 
Production in the successful delivery of all projects on time and within budget to provide an 
excellent audience experience.  
 
Reporting Line 
 
Reports to:  Director, Technical Production 
Direct reports: NA 
 
Key Accountabilities 
 

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

1. Assist the Director, Technical Production and Production Manager in the technical 
delivery of the projects:  
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 Maintain the technical schedule in ArtsVision. 

 
 Support supplier contract administration. 

 
 Coordinate storage, documentation and disposal requirements for In Theatre productions. 

 
 Coordinate container movements from storage into the workshop and theatre and back.  

 
 Coordinate the set-up of the rehearsal rooms and requirements of the creative team.  

 
 Provide technical support for In Theatre project functions and foyer activity, including the 

delivery of sponsorship, philanthropy, marketing and publicity requirements. 
 

 Document productions, including sound.  
 

 Maintain comprehensive files, including records of paperwork, expenditure, contact details 
and written communication for future reference using the appropriate systems. 
 

 Support the preparation of WHS paperwork including collation of insurances as relevant, 
safe work methods, risk assessments etc. 
 

 Collate Tool Box Talk documentation with staging. 
 

 Reconcile technical expenses against budget.   
 

 Assist with finance matters associated with the projects, including timely invoice coding 
and processing, petty cash reconciliations, purchase order requestioning, using Opera 
Australia’s purchase order system, iPOS. 
 

2. Ensure high standards or organisation skills and administrative processes 

 Utilise administrative systems and databases in place and as required develop effective 
systems to manage projects and automate work. 

 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. 
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Scope of the Position  
 

The scope of the position is: 
 

 Financial delegation: $3,000 
 

 The department draws on Opera Australia’s existing resources including artistic and 
orchestra, marketing and communications, finance, human resources, and technical. 
Strong relationships with the Opera Australia departments are essential in order to best 
utilise these resources. 

 
 

Key Selection Criteria 
 

The key selection criteria for the role are: 

 Demonstrated experience in technical production  

 Demonstrated large scale event management experience 

 Demonstrated experience and training in WH&S 

 Demonstrated budget management experience 

 An empathy and passion for the artistic process and an intuitive understanding of the special 
needs of creatives 

 Sound organisational skills with a strong attention to detail 

 Ability to read, create and interpret technical drawings and specifications 

 Sound Computer literacy (Word, Excel) and database experience 

 Excellent communication and interpersonal skills, and a polite and professional manner 

 Excellent problem solving and negotiation skills 

 Knowledge of opera repertoire 

 A demonstrated ability to prioritise and meet tight deadlines 

 A team player who is self-motivated and shows initiative 

 Flexible attitude to duties/responsibilities and working hours 
 

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 relocation to rehearsal and project 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.    
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Endorsed: Georgia Rivers 

Executive Producer, In-
Theatre 

 

Approved: Mahua Das 

Human Resources Director 

 

  


