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POSITION DESCRIPTION 

 

Job Title: 
 

Tour Manager 

Team: 
 

Production 

Reports To: 
 

Technical Director 

Contract Type and 
Hours: 
 

Permanent, full-time 

Direct Reports: 
 

None 

Date: 
 

December 2019 

Founded in 1953, the Royal New Zealand Ballet is New Zealand’s national ballet company. The 
RNZB is based in Wellington and tours throughout New Zealand and internationally, presenting at 
least 70 performances a year. The company’s annual subscription season takes classical and 
contemporary ballets to theatres in nine main centres, while Tutus on Tour takes small-scale 
works to more than a dozen regional centres. The company’s repertoire includes 19th and 20th 
century classics as well as many commissioned works, including those by New Zealand 
choreographers and telling New Zealand stories. RNZB Education presents a lively and inclusive 
programme of community and education activities throughout New Zealand. The RNZB is funded 
through the Ministry for Culture and Heritage, Manatū Taonga, and through ticket sales, 
sponsorship, grants and personal donations.  For more information please follow these links:  
https://rnzb.org.nz/ http://rnzb.org.nz/wp-content/uploads/2019/05/RNZB-Annual-Report-2018-
_018.pdf 
 

Purpose:  
To effectively manage all domestic and international touring administration and logistics for RNZB 
including accommodation and travel requirements.  To tour with the company and provide 
logistical, health and safety and pastoral care support for staff.  Contribute to long term planning 
of touring schedule and booking of venues.  Provide front of house service at venues.  Provide 
organising support for RNZB activities including performances, education and marketing and 
development activities including room setup for hosting events. 
 
 

Travel:   This role is based in Wellington but is a touring role and is required to tour with the 
company (approximately 20 weeks of each year). 
 
 

  

https://rnzb.org.nz/
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http://rnzb.org.nz/wp-content/uploads/2019/05/RNZB-Annual-Report-2018-_018.pdf
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Key Accountabilities: 
 
Scheduling 
 
With heads of department keep up-to-date and disseminate the RNZB calendar of activities 
including:  

 

• Season performance programme and associated rehearsal and production schedules; 

• Education programme activities; 

• Development activities including Dress Circle events, Friends of the RNZB meetings and/or 
events, Ballet Foundation fundraising events and/or activities; 

• Philanthropic cultivation events; and 

• Marketing events including media calls  
 

To manage and oversee all RNZB touring and performance scheduling through an accurate 
centralised system which other staff members can feed into.  This includes: 

• Development and maintenance of annual performance/touring schedules in conjunction 
with Heads of Department; 

• Providing advice on touring logistics for both national and international touring, with 
particular consideration to any logistical issues that may arise; 

• Responsibility for preparing and updating the detailed seasonal tour itineraries; 

• Ensuring staff are aware of any material schedule changes as they occur so staff remain 
fully informed of company planning; and 

• Development and maintenance of the annual production planner to assist the Technical 
Director with workflow planning for the production department. 
 

Touring Logistics and Management 
 
To manage seasonal domestic travel requirements of RNZB touring staff including: 

 

• Liaising with airlines to secure advance bookings for groups or individuals as required;  

• Liaising with coach companies to secure advance bookings for groups or individuals as 
required; 

• Sourcing, comparing and booking most suitable and cost effective accommodation for 
touring staff, with consideration for provisions of the RNZB Collective Employment 
Agreement (CEA); 

• Preparing and finalising travel and meal allowance payment schedules for processing by 
the finance department; and 

• Issuing taxi charge vouchers to members of touring party as and when necessary. 
 
To manage and provide oversight of all logistical elements of international touring, including: 

 

• Providing support and assistance to the Executive Director, Artistic Director and Technical 
Director on all touring related matters in preparation for and during tours; 

• Sourcing, comparing and booking most suitable and cost effective travel itineraries, 
coordinating all flights and transfers for touring party; 

• Arranging all visa related requirements for touring party; and 

• Liaising with international tour management agents. 
 
To administer and manage day-to-day touring matters, including: 

 

• Ensuring excellent internal communication with artistic, production and administrative 
staff so that tours are efficiently and effectively coordinated; 
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• Compiling and distributing a comprehensive tour booklet (“the Tour Bible”) for use by 
RNZB staff during each tour; 

• Ensuring that all aspects of a tour run as per the itinerary including travel and 
accommodation, venue liaison, front of house operations (cast sheets, screen display 
information) and PR/media activities; 

• Ensuring that RNZB’s duty of care to the touring party is fulfilled.  This may include assisting 
in the event of a company medical/emergency incident during performance seasons and 
while on tour; 

• Managing the petty cash float for company and stage management; 

• Responsibility for obtaining and allocating house seats for performances; and 

• Maintaining and distributing theatre contact lists and private contact lists for the touring 
party when on tour. 

 
Venue Liaison 
 

• To act as first point of contact with regards venue bookings; 

• Coordinate and oversee the process by which venues are contracted;  

• Liaise with theatre management and appropriate staff in all performance venues to 
ensure the venue is aware, in advance, of all activities and related front and back of house 
requirements of the various departments of the RNZB, during the company’s hire of the 
venue; 

• Disseminate all relevant information between venue management and the RNZB. 
 

Budgeting and Administration 
 

• Advise accurate travel, accommodation and per diem figures for budgeting, planning and 
reconciliation as and when requested; 

• Verify invoices on receipt and forward to finance department for payment; 

• Maintain relationships with suppliers and negotiate rates annually and/or when 
appropriate; 

• Providing a comprehensive debrief report to the Technical Director at the conclusion of 
each tour and attending season debrief meetings with dancer representatives and 
management, following up issues raised by touring personnel where appropriate; 

 
Front of House and Event Co-ordination 
 

• Be the face of the RNZB front of house/ on-the-floor at performances, particularly pre-
show and at interval, to ensure all front of house activities are run according to plan; 

• Liaise with the Stage Manager and the Venue’s front of house manager as required over 
any issues which affect the smooth running of each performance; 

• Brief venue front of house, merchandise and ticketing staff, plus any volunteers, prior to 
performances about the running of performances; 

• Handle any customer complaints or ticketing issues which arise from a performance, 
referring them to the relevant Department Head as and when required. 

• Provide organising support for RNZB activities including performances, education and 
marketing and development activities 

• Room set-up and on-site pre-liaison for hosting events 

• Manage any unforeseen incidents which may arise while during performances in a timely 
manner, involving relevant Department Heads in decision making as required.   

 
Health and Safety 
 

• Make an active contribution to the RNZB Health & Safety Committee 
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• Take leadership with regards to Company touring health and safety matters 

• Work with the Technical Director to ensure all appropriate Health and Safety contractual 
terms are in place with venues.   

• Have an understanding of the Health & Safety at Work Act 2015. 

Education: 

• A relevant tertiary level qualification is desirable. 
 
 

Essential Experience and Skills: 

• At least two years’ experience working in an operations/logistics management or 
coordination role, preferably within an arts or arts-related environment 

• A methodical and systematic approach to scheduling and budgeting 

• Exceptional interpersonal skills, able to manage relationships strategically and tactfully 

• Excellent organisational skills and problem solving abilities 

• Strong customer service capabilities 

• High level of competency using Microsoft Office, particularly Word and Excel 

• Clean drivers license   
 
 
Essential attributes: 
 

• Takes initiative and able to work independently 

• Highly organised and able to prioritise competing demands 

• Demonstrates sound judgment and a cool, calm exterior when under pressure 

• Ability to work effectively as part of a team 

• Emotional intelligence 
 
 

 

 


