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Job Description – Production Duty Manager

Employer: 

Kings Place Music Foundation
 

Date: 


August 2018
Department: 

Commercial and Technical
Responsible to: 

Event Production Managers
Responsible for: 
Event Technicians, Event Staff 
Role Objective: 

Working alongside the KPMF Event Production Managers, Technical and Visitor Services teams, the Production Duty Manager specialises in the delivery of technical production for events and conferences. During get-ins, get-outs and on event days, the role is responsible for ensuring events are delivered on time and to the highest technical standards. The Production Duty Manager manages the operational technical team and liaises closely with Kings Place Events (KPE), clients, and external production companies to ensure the smooth running of conferences and events.
Key Duties:
Event Production
· Coordinate the delivery of events and conferences, including rehearsal, get ins and get outs, and all operational and technical requirements
· Act as KPMF point of contact for KPE and clients during get-ins, get outs, and KPMF production contact during event, conferences and concerts
· Liaise and coordinate with contractors, equipment providers, and all on site operational teams
· Ensure effective resource management during events 
· Update and distribute event information as required
· Collaborate and co-ordinate with the Visitor Services team to ensure the highest quality event management at all times including effective handover
· Manage, motivate and supervise the operational Technical team
· Troubleshoot technical issues and assist technical operation where necessary 
· Liaise with Clients to understand and manage their expectations, and communicate this to the operational Technical team
· Liaise with external Production teams as required
· Ensure all areas are set up as required by the technical and operational specifications
· Ensure all backstage and public areas are kept safe, secure and tidy
· Address client queries and complaints in a positive and effective manner to ensure customer satisfaction
· Act as KPMF representative in the absence of a member of the senior management team
Security and Health & Safety
· Be fully conversant with emergency and evacuation procedures
· Lead evacuations of KPMF areas while on duty
· Ensure that all fire regulations, health and safety legislation and the conditions of the license are observed at all times
· Be responsible for the securing of KPMF areas at the end of each shift
· Acting as KPMF first aider when on duty
Administration

· Handle day to day administrative tasks relating to events and conferences
· Complete and distribute reports on events
· Review information provided by Event Sales and Event Production teams
· Provide the Production team with relevant event recharges
· Contribute to the regular revision of procedures and manuals
Additional duties
· Comply with the KPMF equal opportunities and health and safety policies
· Attend KPMF meetings when required
· Undertake any other duties as required as appropriate to the grade and role of the post
Requirements:
· 2 years experience within an events and conferencing environment is essential
· Previous experience of production and events, including working with clients on the delivery of conferences and concerts
· Ability to coordinate and manage a team to deliver a common goal
· Good working knowledge of technical disciplines including lighting, AV and sound
· Excellent communication and written skills
· Professional and confident with clients
· Flexible approach to working hours
· Experience of delivering contractual obligations
· Diplomacy, tact and honesty
· Knowledge of Health and Safety issues relating to public places.
· Computer literate
Desirable

· IOSH trained
· First Aid Trained
· IPAF license
· Experience of working with Artifax

