
 

   

Position Description: Operations & Venue Manager 

 

Based in Albury-Wodonga on Wiradjuri Country, the Flying Fruit Fly Circus is Australia’s 
National Youth Circus and the country’s only full-time circus school for young people aged 
8–19. Our second home, Circus Centre Melbourne (CCM), is located on Wurundjeri Country 
and is an exciting hub for artists, performance, community programs and sector 
development. 

This is a senior leadership role is based at Circus Centre Melbourne, working day-to-day 

within this vibrant space while being fully supported by the Flying Fruit Fly Circus (FFFC) 

team. You’ll follow established systems and procedures, report to the Director of Circus 

Centre Melbourne, and contribute to the bigger picture of a nationally significant organisation. 

 

Role Title:  Operations & Venue Manager  

Location:  Circus Centre Melbourne, 35 Johnston St, Collingwood VIC 3066  

Reports To:  Director of Circus Centre Melbourne 

Direct Reports:  Casual Operations Staff including Riggers, Duty Mangers, & 
Production Crew. 

Days / Hours:  Full-time, with regular working hours generally Monday to Friday 
between 08:00am to 6:00pm. Some evening and weekend work will 
be required from time to time to support CCM’s performance, event 
and venue operations. 

Remuneration:  $85,000 - $90,000 per annum, commensurate with experience, plus 
Superannuation and all entitlements  

Term:  2 years with the possibility to become ongoing, preferred start date 
October 2025.  

 

Purpose of Role:  

  
The Operations & Venue Manager is a senior leadership role responsible for the safe, 
efficient and professional day-to-day operation of Circus Centre Melbourne (CCM). 
Working closely with the Director of CCM, Technical Director FFFC and the wider FFFC 
team, the role oversees the building, operational systems, safety and compliance, 
equipment and infrastructure, and operational workforce that enable CCM to function as a 
busy training, creation and performance venue.  

The role also has operational responsibility for CCM’s performance venue, events, venue 
hires and residencies, ensuring activities are delivered safely, efficiently and to a high 
professional standard. The Operations & Venue Manager will build strong relationships 
with staff, artists, hirers, contractors, sub-tenants and visitors, while developing and 
maintaining the systems and processes that support CCM as a safe, welcoming and well-
run facility.  
 
 



 

   

Key Responsibilities:  

  
 Building & Facilities  

• Oversee the day-to-day operation of the CCM building and facilities.  

• Coordinate (and record) building maintenance, repairs, servicing.  

• Liaise with Creative Victoria and their maintenance managers, contractors, 
suppliers and service providers as required.  

• Manage cleaning, waste, utilities and other building services.  

• Support planning for longer-term maintenance, replacement and capital works.  

 Day-to-Day Operations  

• Oversee the daily opening, closing and operational readiness of CCM.  

• Develop, maintain and implement operational systems, processes, procedures and 
checklists.  

• Coordinate the operational requirements of CCM programs, activities and users.  

• Ensure spaces are appropriately prepared, presented and returned to operational 
condition.  

• Oversee CCM’s access and security systems.  

• Coordinate access for staff, artists, hirers, contractors, sub-tenants and visitors.  

• Manage casual staff including, rosters and shift coverage in consultation with the 

Director of CCM.  

• Develop clear procedures and expectations for casual operational, venue and 

front-of-house staff.  

• Ensure casual staff are appropriately inducted, trained and supported. 

• Coordinate operational requirements relating to sub-tenants and other regular 

venue users.  

 Safety, Compliance & Risk  

• Lead the implementation and ongoing compliance of operational workplace 
health and safety requirements across CCM.  

• Ensure emergency systems, procedures and safety equipment are maintained 
and operational.  

• Coordinate emergency preparedness, evacuation procedures and relevant 
training.  

• Manage and be responsible for all required paperwork and procedures related 
to incidents and injuries. Follow CCM notifiable incident procedures.  

• Serve as a First Aid Officer.  

• Coordinate first aid systems, supplies and training requirements.  

• Monitor compliance with relevant legislation, regulations, policies and venue 
requirements.  



 

   

 Equipment & Technical Infrastructure  

• Oversee CCM’s equipment and technical infrastructure, including circus 
equipment, rigging equipment, venue equipment and operational assets.  

• Maintain accurate equipment inventories, registers and maintenance records.  

• Coordinate regular inspections, servicing, testing, repairs and replacement of 
equipment.  

• Coordinate rigging equipment and systems in consultation with appropriately 
qualified personnel.  

 Performance & Events  

• Take operational responsibility for the ongoing operation of CCM’s performance 
venue and the delivery of events and performances.  

• Coordinate the operational requirements of performances, events and other 
public activities, including staffing, access, audience management, room setup 
and pack-down.  

• Work with artists, producers, technical staff and other stakeholders to ensure 
venue requirements are understood and delivered.  

• Coordinate venue opening, closing, bump-in, bump-out and event transitions.  

• Support the development and refinement of systems and procedures for the 
ongoing operation of the performance venue.  

 Venue Hire & Residencies   

• Coordinate the operational delivery of venue hires and residencies from initial 
confirmation through to completion.  

• Liaise with hirers regarding access, inductions, room setup, equipment, staffing 
and venue requirements.  

• Coordinate bump-in, bump-out and handover of spaces.  

• Ensure hirers receive relevant venue information, procedures and safety 
requirements.  

• Coordinate venue staff and other operational resources required for hires.  

 General Responsibilities  

• Contribute to the strategic and operational development of Circus Centre 
Melbourne.  

• Attend relevant meetings, training, planning sessions and reviews.  

• Undertake other reasonable duties consistent with the position and level of 
responsibility.  

 
 

  



 

   

 Measures of Success: 

  
Success in this role will be demonstrated by:  
 

• Operational Readiness: CCM is consistently safe, clean, accessible and ready 
for its programs, hires, events and users.   

• Building & Asset Management: Maintenance, servicing, equipment and 
facilities are proactively managed, and records are kept accurately.   

• Safety & Compliance: Operational safety systems, emergency procedures, 
incident reporting, and compliance requirements are effectively maintained.   

• Venue Delivery: Performances, events, hires and residencies are delivered 
smoothly, safely and professionally.   

• Workforce & Systems: Operational staff are appropriately inducted, supported 
and deployed, with clear systems and procedures in place.   

• User Experience: Artists, hirers, staff, participants and visitors experience 
CCM as a well-run, welcoming and inclusive facility.  

  

Skills & Experience:  

  
Essential  

• Demonstrated experience in a venue, facilities, operations role, preferably 
within a multi-space-varied-user environment.  

• Experience coordinating the day-to-day operations of a busy, multi-use facility, 
including facilities, contractors, suppliers, access and maintenance.  

• Strong understanding of workplace health and safety, risk management and 
incident response, with the ability to implement and maintain effective safety 
systems.   

• Experience in Production Management, including staffing, access, bump-
in/bump-out and operational requirements.   

• Strong organisational and administrative skills, with excellent attention to detail 
and the ability to manage multiple priorities.  

• Demonstrated problem-solving and decision-making skills, ensuring tasks are 
completed safely, professionally, and with quality customer service.  

• Genuine commitment to providing a positive experience for participants, 
members, and visiting artists.  

• Confidence using common workplace technology and systems, including 
outlook email, Microsoft Office, SharePoint and teams.  

• Valid Victorian Working with Children Check or the ability to get one.   
  
 Desirable  

• Knowledge of the Australian contemporary circus, physical theatre, and 
performing arts sector.  

• Knowledge of circus, rigging, technical production, or performance 
environments.   



 

   

• Relevant qualifications in venue management, facilities management, event 
management, arts management, occupational health and safety or related 
field.   

• First Aid qualification.   

 
 
How to Apply   
 
Applications close: Monday 21st of September at 9:00am   

To apply, email your CV and a cover letter to Donna Baldwin (Executive Officer) -    

dbaldwin@fruitflycircus.com.au    

  
Your cover letter should include:   

• A short introduction about yourself   

• A response to how you can fulfill the role as detailed in the Position Description with 

specific examples of your skills and experience or any transferable skills and 

knowledge where applicable.   

• A response to this question: What excites you about this role?   

You can choose the format of your cover letter that works best for you:   

• Written (1 - 2 pages)   

• Video (up to 10 minutes)   

• Audio (up to 10 minutes)   

• Auslan video (if you need interpretation, let us know and we’ll arrange it)   

 
Interviews:   
Interviews will take place between 30 September – 1 October. Please let us know in your 

application if you have any times, you’re unavailable.   
 
Need support or adjustments?   
If you need any assistance with your application or would like adjustments to the process, 

contact Steph Cox (Director of Circus Centre Melbourne) at 

steph@circuscentremelbourne.com.au for a chat.   
 
Deadline flexibility:   
If something unexpected happens and you can’t meet the deadline, please get in touch to 

discuss a short extension. You don’t need to tell us why - just let us know.  
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