
 

 

INFORMATION PACKAGE 
Production Coordinator 

 
Our organisation | The Tasmanian Symphony Orchestra (TSO) is one of Australia’s leading performing 

arts companies and part of the DNA of Tasmanian cultural life – we have been inspiring, invigorating, 

and entertaining audiences through music since 1948. We are recognised across the island and 

throughout the world for our distinctive artistic identity that is forged from our people and our place. 

Our 47-piece orchestra performs an extensive and varied concert season in Hobart, a smaller season 

in Launceston, and concerts across regional Tasmania; as well as undertaking a significant recording 

schedule; undertaking meaningful community engagement projects; and delivering intensive training 

programs for players, composers, and conductors.  

 

Our values | In 2021, the TSO embarked on a bold employee-led project to identify and finalise the 

new organisational values that will guide our strategy, decisions, and behaviour over the next ten 

years. From consultation with nearly 100 members of the TSO cohort, three clear and agreed values 

emerged: connection, artistry, and integrity. We commit to uphold these values in everything we do. 

 

Our home | The TSO is inherently influenced and inspired by its home in lutruwita/Tasmania. The 

untouched wilderness and thriving cultural life of our state make it an inspiring and internationally 

sought-after location to live and work. Our main performance venue, rehearsal studio, and office are 

co-located on the Hobart waterfront, and musicians and staff alike value the community spirit and 

work-life integration that a small but vibrant capital city like Hobart provides.  

 

Our people | The TSO community (musicians, staff, board, and supporters alike) are enterprising, 

curious, collaborative, and committed. United by a love of music and with a strong esprit de corps, 

employees are empowered to bring new and bold ideas to the table. We actively strive to maintain a 

workplace that is welcoming, inclusive, and safe for all.    

_____________________________________________________________ 

About the opportunity | The Production Coordinator contributes towards to the smooth and safe 

preparation and delivery of TSO performances. The role works within a small production team to 

understand and deliver the artistic brief, liaising with creatives, conductors, musicians, venue staff, 

and crew during the process. This role would suit an individual who has a broad range of technical 

abilities and experience, with prior experience or a particular interest in sound particularly desirable. 

The Production Coordinator must be prepared to apply their skills to a variety of production 

responsibilities and possess a positive and solutions-oriented mindset: the ideal candidate will be a 

proven team player who can operate calmly and efficiently in a dynamic artistic environment. This is 

a part time role, working 29.4 hours (4 days) per week. Some flexibility is required as the working 

schedule is based on artistic programming. A full position description, selection criteria, and 

information on how to apply can be found on the following pages of this Information Package.  



 
 

 
POSITION DESCRIPTION 

 
Position: Production Coordinator (0.8 FTE, 4 days per week) 

Department: Operations 

Immediate Supervisor: Production Manager 

Direct Reports: Production Casuals  

Remuneration: Level 4.1 ($68,649 per annual pro rata) plus 10% super 

Working Conditions: Tasmanian Symphony Orchestra Staff Agreement 2015 

Position Description Prepared: October 2021  

 
_____________________________________________________________ 

Key Function 

As one of two Production Coordinators, and a member of the orchestra management team, this role 

assists in sourcing and implementing the production and technical requirements of TSO activities. 

 

Duties and Responsibilities 

• Set up orchestral staging, setting properties and instruments for rehearsals, performances, 

recordings and other associated TSO activities as directed  

• Assemble, arrange and supervise transportation of, and assist in loading and unloading, 

orchestral equipment as described above for activities away from the normal workplace. 

• Create stage and lighting plans for orchestral productions, including theatrical events and/or 

projects using CAD software. 

• Maintain and operate TSO technical equipment in the Federation Concert Hall and other TSO 

venues as required.  

• Maintain equipment and the TSO equipment storeroom, including working collaboratively on 

the development and maintenance of a storeroom inventory in conjunction with the 

Production Manager. 

• Set out and collect sheet music during rehearsals and concerts. 

• Liaise with suppliers for hiring and purchasing production and technical equipment and 

supplies for orchestra activities. Procure quotes from suppliers in a timely manner for 

discussion with Production Manager.  

• Liaise with venue production staff and assist in arranging the physical layout and other 

requirements associated with orchestral activities, including sound and lighting equipment 

and piano and harpsichord tuning. 

• Attend to building and equipment security as required.  Advise Production Manager of missing 

or damaged equipment.  Carry out repairs and maintenance of orchestral equipment, 

including testing and tagging of electrical equipment and recording as appropriate. 

• Carry out minor repairs, maintenance and cleaning of orchestral equipment.  Where 

necessary, arrange for quotes from external repairers of instruments as directed by Director 

Operations. 



 
 

• Act as Venue Manager as required for both internal and external events as directed by 

Director Operations.  

• Provide advice to, and assist, colleagues with minor venue and office maintenance tasks to 

ensure they are undertaken safely, if workload allows and as per direction of the Director 

Operations. 

• Enter and maintain information in the company wide database system, ArtsVision, to ensure 

it is up to date and accurate. 

• Independently lead casual production staff when required. 

• Tour as required. 

• Be part of the TSO’s trained Warden team. 

• Participate in further training and skills updating as and when required. 

• Maintain a deep commitment to TSO values, uphold TSO organisational standards and 

comply with all TSO workplace policies and procedures. 

• Other duties are required under direction of the Production Manager or Director 

Operations, including but not limited to: 

o Booking casual crews 

o Booking and managing transport requirements 

o Booking and liaising with piano tuners or instrument repairs/ hires 

o Preparing Tech Data Sheets, Production schedules, Production Agendas and 

Minutes. 

 

Work Health and Safety  

Under WHS legislation, you are required to comply with all WHS policies and procedures in the 

workplace and follow reasonable WHS directions. While at work, workers must:   

• take reasonable care for their own health and safety and that of others who may be affected 

by their actions or omissions 

• comply, so far as you are reasonably able, with any reasonable instruction given by the TSO 

to allow TSO to comply with WHS laws 

• maintain a commitment to undertaking all duties in adherence with TSO’s Covid-Safe protocol 

to ensure the continued safety of our staff, customers, and stakeholders  

• co-operate with any reasonable policy or procedure of TSO relating to health or safety at the 

workplace that has been notified to workers including the wearing of provided Personal 

Protective Equipment (PPE) supplied to you by TSO. 

 

Required Certificates/Licenses 

• Current unrestricted Driver Licence  

• Working at Heights Certification 

• Testing & Tagging Certification 

• First Aid Certification 

• Chief Warden Certification 

• Working with Vulnerable Persons Registration 

 

The TSO will facilitate the employee to obtain / renew the above training as required. 



 
 
Selection Criteria 

• At least three years’ experience in production/staging aspects of live performances, preferably 

in a theatre or orchestral environment.  

• Knowledge of technical aspects of performances and ability to operate equipment within one 

or more areas of expertise - a background in sound would be regarded as favourable.  

• Broad understanding of typical orchestral stage layouts would be highly regarded, to ensure 

music and other stage requirements are correctly delivered. Ability to read and/or understand 

music notation would further assist in undertaking the duties of this role. 

• Good maintenance skills and experience to carry out occasional minor equipment repairs.  

• Excellent organisational skills and attention to detail with the ability to prioritise multiple tasks 

and meet deadlines. 

• Demonstrated experience in working collaboratively and flexibly within a team and across a 

larger organization environment. This includes leading a small team of casual employees when 

required. 

• Excellent demonstrated interpersonal skills, as it is essential for this role to communicate and 

liaise effectively with a variety of personalities in a creative and often high-pressure 

environment. These include artistic, venue and technical personnel both internal and external. 

• Ability to problem solve under pressure whilst maintaining good composure. 

• Ability to work independently as well as take direction; and manage own workload in the 

context of the workload of the wider department. 

• Ability to manage conflicting needs and keep on top of immediate deliverables as well as 

looking ahead. 

• Ability to develop and maintain strong relationships with external suppliers and production 

companies. 

• Demonstrated knowledge of and training in safe manual handling and relevant workplace 

health and safety practices. 

• Can pass the minimum requirements of a pre-employment fitness assessment and maintain a 

suitable degree of workplace fitness while employed to meet the requirements of a 

production / technical position.  

• Demonstrated suitable competency in Microsoft Office, CAD, database software (TSO uses 

ArtsVision) and other software packages required for the position.  

 

Essential Skills and Attributes 

• Interest in keeping abreast of new technology and ways of working to deliver live events  

• Commitment to taking a ‘customer first’ attitude to this role, with the opportunity to apply 

their knowledge to meet the needs of players and artists being a strong intrinsic motivator. 

• Must display good judgement and have common sense, along with a sense of humour. 

 

Other Information 

• This is a part-time role, working 29.4 hours per week (equivalent of 4 days). Flexibility is 

required, and weekend or work outside of standard business hours will be required to meet 

TSO business requirements. Must be available to travel with the orchestra to regional, 

interstate and overseas locations on occasion.  



 
 

 

HOW TO APPLY 

 

Process  

If you would like to apply for this role, please submit the following:  

• A cover letter (no more than two pages long), outlining how you meet the selection criteria  

• A current CV (no more than four pages long), that summarises your previous work history, 

skills, and attributes  

 

Within your cover letter or CV, please ensure you include: 

• the names, job titles, and contact details for two referees  

 

Documents should be submitted in PDF format. Please email your application to 

recruitment@tso.com.au  

 

Closing date  

The closing date for this role is Monday 25 October, 10am. The TSO reserves the right to not consider 

late applications.  

 

For more information…  

If you wish to understand more about the role before applying, please contact the hiring manager 

using the below contact details: 

 

Jacqui Walkden (Director Operations) via recruitment@tso.com.au  

 

 

 

The TSO celebrates workforce diversity and welcomes applications from all members of the 

community. We are committed to equal employment opportunity regardless of race, colour, 

religion, sex, age, sexual orientation, marital status, disability, or gender identity. 

If you have any accessibility requirements relating to applying for this role and attending an 

interview, please do not hesitate to contact us via recruitment@tso.com.au so that we can 

accommodate these needs. 

mailto:recruitment@tso.com.au
mailto:recruitment@tso.com.au
mailto:recruitment@tso.com.au

