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POSITION DESCRIPTION:        Head of Operations and Planning 
 

 

 

Orchestra Victoria 
 
Orchestra Victoria is one of two specialist opera and ballet orchestras in Australia. Established in 1969 
as the Elizabethan Melbourne Orchestra, Orchestra Victoria is the performance partner of The 
Australian Ballet, Opera Australia and Victorian Opera. The Company performs regularly in the State 
Theatre and other professional venues in Melbourne, Victoria, and from time to time performs 
interstate with its national performance partners. 

Beyond its activities in the theatre pit, Orchestra Victoria also presents concerts and education 
workshops in metropolitan and regional Victoria. In 2018 Orchestra Victoria delivered 181 
performances to 177,707 people in Victoria, and 6,568 in Canberra. The mOVe! education program 
also provided music development opportunities for 182 young regional musicians and teachers from 
59 schools.  

Orchestra Victoria has performed in partnership with The Australian Ballet for over 40 years. In 2014 
Orchestra Victoria became a wholly-owned subsidiary of The Australian Ballet. 

Orchestra Victoria’s administrative offices and rehearsal studio are located at 77 Southbank Boulevard, 
Southbank.  

 

Role overview 
 

The Head of Operations and Planning is responsible for leading, and ensuring best practice for, the 
operations, production and planning functions of Orchestra Victoria, at the direction of the 
Orchestra’s Executive Director, and in consultation with the Artistic Director. The position supervises a 
team of staff, including the orchestra’s librarian.  
 
The position is based in Melbourne and may require travel within Australia.  Hours of work are varied 
to accommodate the performance schedule of the Company and will include work on weekends and 
in the evenings. 
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SPECIFIC ROLES AND RESPONSIBILITIES:  

The Head of Operations and Planning (HOP), is responsible for the following key areas of responsibility 
and duties: 

1. Leading, and ensuring best practice for, the operations and production functions of Orchestra 
Victoria, including:  

1.1 Working with the orchestra’s partner companies to continually develop, improve and 
deliver the requirements of their respective Service Level Agreements, including:  

1.1.1 Liaising with the Orchestra Manager and other staff to develop costings as required 
for pit orchestral services, and concerts and projects presented by the company;  

1.1.2 Tracking the delivery of orchestral services and projects against the budget, in 
consultation with the ED;  

1.2 Assisting with the development of budgets and reporting for Orchestra Victoria’s other 
performance, touring, commercial and education activities; 

1.3 Planning, delivering and managing the production and operational requirements of the 
company, including the pit services, education programs, concerts, commercial activities, 
auditions, recitals and other activities; 

1.4 Managing the recording and broadcast approval process, and associated operational 
requirements, in liaison with partner companies and musician representatives. 

1.5 In conjunction with the Orchestra Manager, and in consultation with the ED and AD, 
managing the scheduling and planning of activities, including: 

1.5.1 Managing workflow and associated costs, ensuring this is accounted for in costings 
and quotes for orchestral activities, and providing advice to the ED and AD for 
planning purposes; 

1.5.2 Maintaining the accuracy of the scheduling database, including all calls, such as 
rehearsals and performance, training, meetings, and auditions; 

1.5.3 Liaising with partner companies, and relevant staff, to forward plan and schedule 
the company’s activities for the ED and AD, assisting to resolve issues or clashes; 

2. Managing the company’s response to occupational health, safety and wellbeing of musicians, in 
accordance with Orchestra Victoria’s policies, legislation and codes of practice, including: 

2.1 Risk assessment and management in orchestral activities: 

2.1.1 Overseeing the company’s approach to injury prevention, including planning, 
training, set-up, communication, record-keeping and responses; 

2.1.2 Leading the development and implementation of best practice noise mitigation 
strategies, PPE, monitoring, record-keeping and policy; 

2.1.3 Overseeing the company’s approach to managing noise exposure, including 
planning, communication, monitoring, use of PPE and equipment, incident response 
and record-keeping;  

2.2 Overseeing the incident reporting and response process, and related procedures. 

2.3 Managing orchestral workload allocation and implementation of Enterprise Agreement 
(EA) conditions; 

3. Managing the operational workplace requirements for the musicians of the orchestra, and 
providing advice in relation to the interpretation of the company’s EA and associated polices and 
activities: 
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3.1 Managing the scheduling and distribution of meeting documentation for the Orchestra’s 
Workplace Relations Committee, and convening the meetings as delegated by the ED; 

3.2 Liaising with appropriate player representatives on key operational and OHS relating to all 
the orchestra’s activities; 

3.3 Ensuring the schedule and activities are compliant with the OV EA; 

3.4 Liaising with section leaders to ensure a balanced workload for each musician, including: 
rostering and OH&S requirements; the seasonal requirements of the partner companies; 
and to determine the need for seasonal and/or casual contracts; 

3.5 Representing the company in enterprise bargaining and SLA negotiations as directed by 
the ED; 

3.6 Responding to player concerns and grievances in a timely manner in consultation with the 
ED and other staff as required. 

4. Responsibility for the company’s facility and equipment management, freight, logistics, security 
and access, including: 

4.1 Leading the planning and delivery of the company’s operational and production 
requirements for pit services and other activities, including liaison with partner companies, 
Arts Centre Melbourne and other venues; 

4.2 Managing bookings, hires, and ensuring third-party documentation and inductions are 
completed; 

4.3 Managing equipment audits, maintenance, repair, insurance, hires and purchases, 
including the asset register; 

4.4 Overseeing/managing freight and equipment logistics, and restocking of consumables; 

4.5 Overseeing music requirements to ensure these are supplied in a timely fashion; 

4.6 Overseeing the company’s security and access requirements, including liaison with third-
parties as required. 

5. In conjunction with the Orchestra Manager, and as required, take the lead role solely or jointly in 
managing production requirements for the Company’s self-presented performances, education 
programs and events, including, but not limited to: 

5.1 In consultation with the ED and AD, liaising with potential venues, performance partners, 
festival contacts to scope and plan future opportunities for the company; 

5.2 Checking and overseeing project budgets, rostering of personnel, and overseeing the 
completion of contractual requirements; 

5.3 Managing the booking of venues as required, including reconnaissance of project venues, and 
liaising with musician and management personnel; 

5.4 Overseeing other company requirements such as FOH and touring arrangements.  

6. In conjunction with the Orchestra Manager, and as required, assisting with oversight of the 
musicians’ payroll and ensuring compliance with the EA, HR policies and regulations and other 
statutory requirements, including: 

6.1  Assisting with EA interpretation and maintenance of information in the company’s 
scheduling databases to ensure the accuracy of pay reports and information; 

6.2 Assisting with player liaisons to ensure the requisite contractual documentation is 
complete and returned in advance of programs, such as Working with Children checks; 

6.3 Responding to payroll enquiries as required. 

7. Effectively lead those that report to the HOP, including: 



 

4 
 

7.1 Supervision of direct reports, delegation of tasks, workload allocation between direct 
reports and in relation to the overall operations’ staff roster, and oversight of contracting 
of casual staff; 

7.2 Undertaking regular performance reviews and providing informal coaching and mentoring; 

7.3 Ensuring administration and record-keeping is conducted in compliance with relevant 
legislation, industrial instruments and policies, and with appropriate consultation as 
required; 

7.4 Applying Orchestra Victoria’s human resource policies and procedures in consultation with 
the relevant Manager of Human Resources, and proactively demonstrate and promote 
Orchestra Victoria’s values. 

8. The HOP shall carry out other duties as directed by Executive Director, Orchestra Victoria. 

KEY SELECTION CRITERIA: 

• Significant experience in the orchestral sector, extensive experience in arts management, 
preferably orchestral operations and/or production.  

o Relevant tertiary qualifications an advantage; 

• Extensive operations, production or event management experience; 

• Demonstrated experience in developing and managing budgets; 

• Experience managing personnel, particularly technical and/or artistic staff; 

• Demonstrated continuous-improvement and customer-focused approach in the delivery of 
services; 

• Excellent time management skills, with an eye for detail, and IT competence, including 
advanced Microsoft Excel skills; 

• Current Victorian driver’s licence. 

PREFERRED SKILLS/ATTRIBUTES 

• Proactive, problem-solving management approaches;  

• Exceptional interpersonal and organisational skills; 

• An ability to work collaboratively in a consultative environment; 

• Integrity, diplomacy, and a sense of humour; 

• Willingness and ability to work evenings and weekends as required. 

ORGANISATIONAL VALUES: 

• Inspiration and quality  

• Custodianship and innovation 

• Collaboration and partnership  

• Teamwork and respect  

• Social responsibility  

  



 

5 
 

FEEDBACK AND ANNUAL PERFORMANCE REVIEW: 

Each member of Orchestra Management will actively participate in an annual performance review. 
The review will focus on fulfillment of the Specific Roles and Responsibilities and the achievement of 
the Key Performance Indicators together with planning objectives for the forthcoming year. Orchestra 
Victoria will support identified resources and training required to achieve the objectives. 

 

KEY RELATIONSHIPS: 

Reporting to: Executive Director 

Work Team: Orchestra Operations 

Direct Reports x4: Deputy Orchestra Manager (Operations), Orchestra Technician, Orchestra 

Librarian, Orchestra Coordinator; also casual operations’ staff 

Key Personnel: The position works closely with the Artistic Director. Other key personnel are 

Orchestra Manager, Orchestra Project Manager. 

 

PHYSICAL REQUIREMENTS OF THE POSITION 

Due to the geographic layout and nature of work the HOP will be required to undertake a diverse 
range of tasks which may require various forms of mobility and more involved manual handling for 
bump-in/out and set-up changes for the orchestra. 
 

Element Weight range / activity Assistance available Maximum 
frequency 

Undertake administrative 
tasks including intensive 
keyboard/computer work 

Sitting, reaching, 
bending, twisting 

Ergonomic work 
stations 

Daily 

Use technology including 
computer, printer, 
scanner, binding machine 
and photocopier 

Reaching, twisting, 
stretching, bending 

Ergonomic work 
stations 

Daily 

Undertake manual 
handling of equipment 
such as music stands and 
chairs, instruments and 
moving road cases 

Lifting, stretching, 
carrying, bending 

Appropriate storage 
equipment and 
trolleys 

Daily 

Travel Sitting Appropriate luggage 
supplied by 
employee 

Occasionally 

 
DATE:   11 June 2019 
 
AUTHORISED BY: Sara Pheasant, Executive Director  
      


