
 

Job title: Technical and Venue Services Supervisor 

Classification: Band 5 Effective Date: July 2022 

Reports to:  Technical and Venue 
  Services Team Leader 

Tenure:   

About us: 
At Whitehorse City Council, community is at the heart of everything we do.  

We aspire to be a healthy, vibrant, prosperous and sustainable community. We 
enable this through strong leadership and community partnerships. We strive to stay 
ahead of evolving changes and needs of our community.  

Our five key principles empower our employees to be innovative and to provide an 
excellent customer experience. We are a resilient organisation where everyone 
belongs.   

 

We value: 
Our shared values and behaviours are integral to how we go about our work, interact 
with each other and our community. It is expected that all employees ‘live’ these 
shared values. In living these values we also ensure that everyone has a voice and 
that everyone matters.   

 

 



 

Goal Statement 
The Technical and Venue Services Supervisor assists in the safe and effective co-
ordination of all technical operations, venue services infrastructure and equipment, 
technical staff, contractors and clients at the Whitehorse Performing Arts Centre 
(WPAC). The position is committed to providing excellence in customer service for all 
stakeholders.   
 
The position provides assistance to other Whitehorse City Council managed venues 
and events, ensuring technical operations and outcomes are best practice.   
 

Key Responsibilities 
Position Specific Responsibilities  
 

Production & Technical Requirements 

 Co-ordinate all aspects of technical operations at the WPAC and other relevant 
Council venues. 

 Assist clients wishing to view and discuss the facilities of the theatres and other 
performance venues. 

 Liaise in a customer-focused way with personnel of the client/producer prior to the 
event to ascertain their technical requirements.  

 Oversee and operate the proper provision of lighting, sound, stage and audio-visual 
equipment by assigned employee and contractor technicians. 

 Maintain the Centre’s technical and downloadable CAD information. 
 Co-ordinate in conjunction with the Technical and Venue Services Team Leader all 

aspects of technical operations and planning for the Whitehorse Professional 
Season. 

 Assist Council in the technical operation of festivals and events. 
 
 
People & Teams 
 Supervise, roster, train and develop technical staff to undertake the technical and 

venue services responsibilities for the presentation of events. 
 

Compliance, Safety & Emergency Management 

 Maximise the safe and efficient use of the theatre by clients, assisting them to attain 
optimum performance levels. 



 
 Determine the suitability of external personnel operating any equipment, or 

assisting the event in any way to ensure adherence to relevant OH&S requirements. 
 Ensure employees and contractors carry out all procedures according to Council’s 

OH&S policies and industry standards and practices. 
 In conjunction with the Technical and Venue Services Team Leader, arrange 

necessary maintenance to the building, plant and equipment to ensure the WPAC 
continues to operate effectively and complies with legislative and OH&S 
requirements. 

 Supervision of public safety during shifts, acting as Chief Warden, calling an 
evacuation or an ambulance as required. 

  Out of hours work is required for this role to deliver services and events. 
 
Asset Management 
  Ensure the security and appropriate functionality of the WPAC assets and   

 equipment. 
  Coordinate capital works projects as required. 

 
Corporate Responsibilities 

 
 Ensure adherence to all Corporate Policies, Procedures and the Organisational 

Goals and Values Principles in the current Whitehorse City Council Collective 
Agreement by all staff under supervision. 

 Ensure the organisation is aware of and compliant with relevant statutes and 
legislation. 

 Identify and develop changes to policy and procedure in areas of responsibility. 
 Ensure that risk management principles are adopted in all decision-making 

processes within the team. 
 Undertake identification, reporting and resolution of risk management activities 

(including that staff are appropriately trained) and ensure that all relevant operating 
procedures provide for a safe working environment. 

 Apply sound financial management techniques to team budget processes. 
 Provide equitable and sound supervision of staff, (including ensuring appropriate 

training, development and motivation) to ensure that team KRA’s are met and 
contribute to the strategic objectives of the team. 

 Ensure appropriate care and use of assets and equipment. 
 Support, enable and encourage strategies and actions identified in Council’s 

Gender Equality Action Plan (GEAP) to improve workplace gender equality.  
 Champion a safe environment for children and young people in accordance with 

Council’s commitment to Child Safety 



 
Authority 
Budget: Nil  

Staff responsibility:   

 The position is responsible for the supervision of permanent and casual 
technicians, client technicians and contractors. 

Decision Making:  
 Responsible for the effective and professional staging or presentation and 

programs, use of infrastructure and delivery of customer service, in accordance 
with Council policies, procedures and practices and within delegated authority 
provided by the Technical and Venue Services Team Leader. 

 Act within established work practices, procedures, methods and instructions. 
 Oversee the implementation and review of the WPAC conditions of hire. 
 Ensure the WPAC’s contractual obligations with clients are met. 
 Provide solutions to technical problems, ensuring that both the WPAC and 

stakeholders objectives are achieved. 
 Determine the safety of equipment and practices introduced into the WPAC by the 

client. 
 Ensure the WPAC has appropriate OH&S procedures and these are documented, 

applied and formally understood by all users and technical staff. 
 Formally assess the suitability of volunteer technical staff. 
 Guidance and advice would usually be available in the time required to make a 

choice. 
 

Key Relationships 
 Strong communication skills with a demonstrated ability to build positive customer 

relationships with a wide variety of industry stakeholders. 
 Liaise effectively with customers and clients, interpreting their needs and providing 

accurate advice.  
 Liaise effectively with employees and management across the organisation. 
 Ability to gain the cooperation of hirers, patrons, contractors, members of the public 

and team members. 
 Responsible for responding, diffusing and resolving complaints that have been 

escalated to this position. 
 
 



 
Skills and Attributes 
Qualifications/Certificates/Licences and Experience 
 Relevant experience in the co-ordination of technical operations for theatrical 

productions in a professional venue and venue management. 
 Understanding of technical requirements for outdoor events. 
 Formal technical qualifications or considerable experience in technical theatre 

operations. 
 First Aid (Level 2) 
  A valid Victorian driver’s licence.  
  Satisfactory National Criminal History Check.  
  Working with Children Check.  

 
Technology 
Competent knowledge of: 

 LIGHTING: including use of a computerised control desk, lanterns, patching, rigging 
and design. 

 AUDIO: including microphone use, instrument amplification, amplifiers, speakers, 
effects equipment and sound mixing. 

 STAGING: including counterweight flying system and scenery. 
 AUDIO VISUAL:  including data projectors and other conference equipment. 
 COMPUTERS: proficiency in office software, especially products such as Microsoft 

Office and  suitable events software 
 
Interpersonal 
 Ability to be calm, focused and maintain a professional approach when under 

pressure. 
 Ability to work in a team environment. 
 Ability to gain co-operation from other employees and clients. 
 Ability to maintain a professional relationship with all clients. 
 Excellent customer service and presentation skills. 
 Demonstrated creative and technical flair. 
 Sound written and verbal communication skills. 

 
Leadership/management: 
 Effective supervision of technicians, contractors and volunteers. 
 Roster technicians and ensure an even distribution of the workload. 
 Provide on-the-job training and advice to technicians, contractors & volunteers. 
 Ability to work with minimal supervision. 
 Ability to plan, organise, and oversee technical operations. 



 
 Positive, self-starter with strengths in priority setting, organising and forward 

planning. 
 Knowledge of and commitment to occupational health and safety and EEO, 

especially in regard to theatre operations. 
 

Key Selection Criteria 
1. Formal relevant technical qualifications and/or demonstrated experience in the 

coordination of technical operations for theatrical productions in a professional 
venue, with experience in outdoor events. 

2. Sound technical understanding and knowledge of theatrical staging, lighting, audio, 
and audio visual and proficiency in office software especially Microsoft Office and 
event management software. 

3. Highly developed interpersonal skills, with a commitment to excellent customer 
service. 

4. Demonstrated supervisory experience.  
5. Sound knowledge of and commitment to the principles of Occupational Health and 

Safety and Equal Opportunity. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Physical Requirements 

 
 

Physical Functional 
Demand 

Specific Physical Job 
Tasks 

Frequency/Duration of 
performance of task per 
day 
 

Assessor 
Use Only: 
Can 
candidate 
perform 
demand 
(Y/N)? 

Comments 

Kneeling/Squatting 
Tasks involve 
flexion/bending at 
the knees, ankle, and 
waist in order to 
work at low levels. 

Front of house lighting  Alternate kneeling and 
squatting for up to 3 hours 

 
 

 

Front of house bridges Up to 15-20 repetitions   

Securing floor electrics Up to 1 hour of alternative 
kneeling and squatting 

  

Operation of follow 
spot light 

Up to 3 hours of alternate 
kneeling and squatting 

  

Hand/Arm 
Movement 
Tasks involve use of 
hand/arms  

Lighting Rigging Intermittent 90% shoulder 
flexion for up to 4 hours. 

  

Building of set 
- Unloading truck 
- Construction of set 

Up to 3 hours 

Focusing lights Up to 2 hours intermittent 
90% shoulder flexion 

Hanging backdrops 30 minutes intermittent 
90% should flexion. 

Mopping/Sweeping Up to 30 minutes 

Bending/Twisting 
Tasks involve 
forward or backward 
bending or twisting 
at the waist. 
 

Front of house lighting. Intermittent levelling and 
level trunk flexion, up to 3 
hours. 

  

Securing floor electrics Intermittent bending up to 
1 hour 

- Unloading of truck 
- Construction of set 
- Deconstruction of 

set 

Up to 7.5hours of 
intermittent loaded truck 
bending 

Moving theatre 
equipment e.g. 
- Piano 
- Ladders 
- Road cases 

Up to ≤ 8 hours per shift 



 
Physical Functional 
Demand 

Specific Physical Job 
Tasks 

Frequency/Duration of 
performance of task per 
day 
 

Assessor 
Use Only: 
Can 
candidate 
perform 
demand 
(Y/N)? 

Comments 

Standing 
Tasks involve 
standing in an 
upright position  

Construction and 
deconstruction of sets. 

Up to 7.5 hours in standing 
position. 

  

Ladder work / platform 
work. 

Up to 2 hours per shift. 

Reaching 
Tasks involve 
reaching above head, 
and above and equal 
to shoulder height  

Focusing lights. Up to 3 hours   

Operation of fly lives 
 

Up to 2 hours 

Operation of follow 
spot light 

Up to 3 hours 

Walking 
Tasks involve walking 
on slopes and 
walking whilst 
pushing/pulling 
objects  

Stair walking and 
auditorium’s slopes, 
stairs and ladders 

Up to 50 times, total of 1 
hour duration. 

 
 

 

Walking and pushing of 
equipment 

Up to 3 hours 

Lifting/Carrying 
Tasks involve raising, 
lowering and moving 
objects from one 
level position to 
another  

- Unloading of truck 
- Deconstruction of 

set 
- Construction of set 

 Intermittently lifting up to 
7.5 hours. 

  

Pulling bin liners out of 
wheelie bin and placing 
in dump waste 

15 minute 

Pushing/Pulling 
Tasks involve 
pushing/pulling 
away, from and 
towards the body  

Pulling and pushing 
theatre equipment. E.g. 

- Piano 
- Staging 
- Storage boxes 

 Up to 1 hour   

Keyboard Duties 

Tasks involve sitting 
at workstation and 
using computer. 

Desk – Computer work. 

 

Average of 3 hours 
duration 

  

Lighting/Audio 
computer work 

Average of 3 hours 
duration 

Satisfactory Vision     



 
Physical Functional 
Demand 

Specific Physical Job 
Tasks 

Frequency/Duration of 
performance of task per 
day 
 

Assessor 
Use Only: 
Can 
candidate 
perform 
demand 
(Y/N)? 

Comments 

Standard of vision 
required equal to 
that required for 
driver’s licence 

 
Any other relevant comments: 
 
Assumption: 8 hour shift, Can be up to 10hours duration. 
 
 
 

 

 


