the gig factory

· job description: venue manager
The Australian Centre for Advanced Studies

· R. MacDonald and R. Woods

· Aug. 10

Team member name


Responsible to:
Music Director
· 
Date and time of concert


· On the concert day, several things need to be completed to ensure the concert evening will run to plan. 

· Organize details on supper requirements: tea _____ coffee _____ sugar _____ stirrers_____ milk ____ biscuits _____ scones______ serviettes _____ rubbish bins _____ tablecloths _____ milk jugs _____  water availability ______

· Organize door sales person to sell tickets and collect money at the door, and to check tickets pre-sold.

· Check the venue that everything is clean and okay and there isn’t anything that shouldn’t be there.

· Organize venue seating and program placement.

· Organize a filming platform for the camera.

· Prepare and place venue signs:

· no filming due to copyright laws;

· turn off mobile phones;

· signs from car park and/or building entry to venue.

· Check that everybody has equipment and access to areas they need and liaise with venue owner to get it.

· Check that the venue is safe and free of hazards.

· If anyone reports problems with equipment and facilities to you, relay them in writing to the MD or appropriate maintenance person.

· Check that and food service areas are left clean and tidy afterwards.

· Other
· Attend team meetings and make a contribution.

· Share information and ideas with others in ways that builds goodwill, trust and respect.
· Negotiate effectively to solve any problems.
· Get the job done by the deadline.
· Observe copyright and intellectual property.
· Ask for feedback on your work from other team members and make improvements in how your do your job.

Include in your portfolio: any other work completed to fulfil the list

Hand this completed checklist to your Music Director by the time requested.

music director sign-off:

The task above was completed satisfactorily/unsatisfactorily
Signature and date



Comments


