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POSITION DESCRIPTION 

 
Job Title: 
 

Production Manager  

Team: 
 

Production 

Reports To: 
 

Technical Director 

Contract Type and 
Hours: 
 

Permanent Full time 

Direct Reports: 
 

n/a 

Date: 
 

November 2020 

 
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 seven 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 that tell 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: 
 
The Production Manager supports the Technical Director in the running of the Production 
Department (comprising the costume and workshop teams, stage management, technical and 
touring).    The position has particular responsibility for the overall scheduling of the production 
activities from planning through to delivery and supports the workshop, technical and   touring 
teams to meet their deliverables. The Production Manager plays a key role in building the team 
culture with the Production Department.  Other responsibilities include the coordination and 
distribution of information, liaising with other departments and developing operational systems 
which improve the Department’s operational effectiveness. 
 

  

https://rnzb.org.nz/
http://rnzb.org.nz/wp-content/uploads/2019/05/RNZB-Annual-Report-2018-_018.pdf
http://rnzb.org.nz/wp-content/uploads/2019/05/RNZB-Annual-Report-2018-_018.pdf
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Travel:   
 
This role is Wellington-based and does not tour regularly but will be required to travel with the 
company when necessary. 
 
 
Key Accountabilities: 
 
Production Planning  
 
• Establish critical path timelines with input from across the Production Department and 

ensure that these are communicated to relevant personnel across the organisation as 
required; 

• Assess feasibility and cost implications of new designs in conjunction with the Technical 
Director;  

• Work with the Technical Director and Heads of Department to ensure that key milestones 
and deadlines for each production are met; 

• Assist with the coordination and preparation for set construction, juggling multiple 
priorities and resources to meet production deadlines and milestones;  

• Liaise with the production staff, other departments and third-party suppliers involved in 
creating a production, to ensure effective communication during rehearsals and 
construction phases;  

• Assist with the allocation of staff resources during production periods.  Manage the 
contracting of staff and resources in liaison with Director of People and Culture; 

• Chair Production department meetings – prepare agendas, manage meeting and follow up 
action points.  Chair weekly work in progress meetings and co-ordinate team meetings on 
behalf of Technical Director. 

 
People, Culture and Communication 
 
 Assist the Technical Director in all areas pertaining to the effective management and 

leadership of the Production Department to build a high performing team; 
• Promote and maintain a culture that achieves a high level of morale and which encourages 

performance, productivity, openness, satisfaction and trust within the Production 
department; 

• Develop written policies and procedures in conjunction with the Technical Director which 
improve performance across the department, in line with broader organizational goals and 
guidelines; 

• Attend staff meetings and full company meetings to represent production team, deputizing 
for the Technical Director as required. 

 
Tour Operations 
 
• Support scheduling across the production team, ensure information flows smoothly and 

freely throughout RNZB.   
• With the Tour Manager establish deadlines for receiving information from other 

departments which impact operational or delivery of Tour logistics.     
• Produce detailed production and event risk assessments and liaise with tour venues over 

specific production requirements in a timely manner. 
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• In conjunction with the Technical Director oversee provision of stage technicians for each 

production and recruit casual crew as necessary, including booking, scheduling and 
overseeing local crews for bump-ins and outs.  

• Maintain a strong positive relationship with NZ Van Lines to ensure freight requirements 
are all met to a high standard of delivery. 

 
 
Health and Safety  
 
• Provide health and safety leadership and drive a culture of health and safety within 

production team 
• Work with Technical Director and Production department personnel to ensure industry 

best standards are adhered to; 
• Update health and safety manuals and documentation for production team; 
• Represent the production department on the RNZB health and safety committee and 

maintain a high level of active engagement in health and safety matters as they relate to 
RNZB’s activities;    

• Undertake health and safety site inspections as required; monitor safe working practices; 
enforce the Health & Safety policy as it relates to the production department.  

• Ensure that all lifting equipment used by the company complies with current regulations 
and is safe for its intended purpose. 

• Ensure that all fixed term contract or casual staff are properly inducted in RNZB’s Health 
and Safety practices and procedures.  

 
Asset Management  
 
• In conjunction with the Workshop Manager, and Head of Costume ensure that asset registers 

for all RNZB equipment and properties are accurately maintained and kept up to date; 
• Prepare asset maintenance plans for all technical equipment in conjunction with the relevant 

Heads of Department; 
• Schedule maintenance in accordance with the asset maintenance plan, or as required when 

tours are completed; 
• Maintain oversight of storage arrangements for all productions, to ensure that elements are 

stored and maintained in good repair.   
• Collaborate with the relevant Heads of Department to archive all returning shows at the end 

of each tour. 
• Develop policy and procedure with the Workshop Manager for effective storage, re-cycling 

and disposal of sets; 
 

Business Development 
 
• Contribute to the development of business plans which generate revenue from production 

and technical assets, build viability or create ongoing employment for production 
department personnel;   

• Develop quotes, draft business cases and provide support for exploring potential 
commercial opportunities sought out by Technical Director, Executive Director and Artistic 
Director;  

• Work with the Technical Director and Executive Director to negotiate and draft contracts 
for new business as required.    
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• Track and monitor the delivery of contracts so that business development opportunities are 
realised on-time and in accordance with expectations.  

 
Budget and Reporting 
• Participate in the annual plan and budget process in conjunction with the Technical 

Director and Production HODs; 
• Establish systems whereby production department expenditure is monitored and tracked 

daily, with a high level of accountability for Production HODs;  
• Report and forecast variances, produce reports for the Technical Director and Senior 

Management as required; 
• Sign off on venue costs as they relate to production and technical areas, venue hire and 

other venue associated costs;   
• Prepare tour de-briefs, provide production reports and updates against milestones; 

 
 
Education: 
 
A tertiary qualification in a relevant discipline is required. 
 
 
Essential Experience and Skills: 
 

• A clean driver’s licence 
• Advanced IT skills 
• CAD Drafting (Vectorworks) 
• Experience leading a high performing team 
• Strong organisational and project management skills 
• Excellent communication skills 
• Ability to work under pressure and to tight deadlines 
• Previous experience working with a performing arts company  
• Budget management experience 
• Working knowledge of Health and Safety standards for live performance.  
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