PRODUCTION MANAGERPRIVATE 

BARBICAN CENTRE 

Date:



November 2007
Department:


Music

Responsible to:


Senior Production Manager

Responsible for:

N/A

ROLE OBJECTIVE

To co-ordinate all aspects of own-promotion music events as related to the production and realisation in conjunction with the Senior Production Manager and the Music Programmer. 

To manage event travel, hotels, internal transport, backline, technical riders, work permits, FEU, visas, artist liaison, and the scheduling of all event associated rehearsals, soundchecks and concerts. Concert duties are a prerequisite. 

To work in close co-operation with the Production Co-ordinator to affect both the smooth delivery of events and the accurate upkeep of Artifax, the Barbican’s venue management system. 

To be committed to providing the highest level of customer service and actively seek to promote equality of opportunity in relation to the duties of the post of alignment with the Centre’s vision of providing a “Barbican Experience”.

DUTIES

1. To collate artists’ technical requirements to include rider, stage plan, backline needs, necessary keyboard hires and any additional sound check/rehearsal detail.

2. To book hotels and travel on approval of the artist and provide the necessary internal transportation as per contract.

3. To make applications for work permits and entry visas for foreign artists.

4. To arrange payments of artists fees and per diems in accordance with contractual agreements, and apply for FEU exemptions/reductions as necessary. 

5. To manage the event budget in conjunction with the Senior Production Manager and Programmer.

6. To book additional staff: runners, stage managers, assistant production managers as needed.

7. To book security (via the Production Co-ordinator), loaders and backline technicians when event requires.

8. To book external rehearsal spaces and attend if required.

9. To book event catering, choosing appropriate menus within budget, or organising buyouts.

10. To attend rehearsals, sound checks and concerts.

11. To produce the artist’s schedule and circulate to all relevant bodies.

12. To maintain quality-working relations with external companies, suppliers, agencies and governmental bodies associated with effective service delivery.

13. To maintain quality-working relations within the Arts Division and throughout all FOH and Commercial related services.

14. To assist the Senior Production Manager and the in-house programming team in the planning of events to ensure their smooth running and minimise potential problems.

15. To carry out any other duties as may be required by the Senior Production Manager.
16. To foster good working relationships with other internal Barbican Departments.
17. Have a full understanding of how your role and your department relates to the Barbican Experience objectives and the Barbican Experience Statement, in line with the business plan.  Continually seek ways to develop your role in, and your contributions to, Barbican Experience completing regular personal action plans where appropriate. 
18. To conduct all activities taking account of the City of London’s Equal Opportunities’ policy, ensuring that all clients, contacts, students and employees are treated fairly and with dignity and respect.  
19. To take reasonable care for all health and safety matters concerning myself and those around me, in accordance with the City of London Corporation’s Health and Safety procedures.  
 
PERSON SPECIFICATION
	
	Essential
	Desirable

	Technical Skills, qualifications and experience

· Proven track record of working in a multi-disciplinary arts venue
· Display an active interest and knowledge of music and the music industry
· A Music degree
· High degree of computer proficiency (including Word and Excel)
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	Business skills

· Highly developed presentation, interpersonal and organisational skills
· Meticulous attention to detail  
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	Personal Skills

· Ability to work quickly and accurately under pressure

· Able to communicate effectively both orally and in writing with people at all levels
· Flexible approach to working hours
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I confirm that I have read and agree with the above job description.

Signed.....................................................  

Date ....................…………..
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