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Job Title: General Manager — Improv Theatre Sydney (ITS)
Applications close 5pm Monday 31 March 2025.

Overview:

Improv Theatre Sydney (ITS) is entering an exciting period of creative growth, and we're looking
for a General Manager to join our team and help shape ITS's future. This role will be responsible
for managing the operational backbone of ITS, ensuring everything behind the scenes runs
smoothly. As our GM, you'll work alongside the board of directors to drive the success of our
educational programs, performances, and day-to-day operations.

About ITS:

ITS is Sydney's premier improv theatre, a world-class institution dedicated to improv education
and performance. We're on a mission to become the home of improv in Sydney and a leader in
the global improv community. As our GM, you’ll play a key role in supporting our growth and
evolution.

Key Responsibilities:

e Finance
o Manage regular finance operations: payroll, reconciliation, invoicing, payments,
superannuation and tax requirements, including those for shows.
o Liaise with our financial consultant and accountant on any relevant matters
(monthly tax, annual financial reports, etc)
e HR and People Operations
o People management of 24 teaching staff and an ops team including Operations
and Marketing Coord, House Teams Coord, Corporate Coord, Schools Coord
and Welfare Officer.
o Issue and manage contracts with staff, contractors, and other parties as needed
o Manage availability changes, staff absence and sickness
o Management of any welfare or conflict issues regarding staff
e School Management
o Work with the Operations Coordinator to oversee school updates and
communicate changes with students
o Manage student feedback and support the Welfare Coordinator on issues
e Operations Management
o Manage areas related to OH&S, access, compliance, work cover & insurance
policies and coordinate technical and physical upgrades to the space
o Reaching out to shows/responding to requests for shows with info and contracts



Manage and document internal policies, procedural documentation
Manage oversight on Corporate and Schools Offerings, Workshops, Coaching
Maintaining and updating theatre policies and processes, including fees
Creating and enacting ideas for growth, stability and mission aligned ventures,
including looking for and coordinating grant opportunities.
Theatre Management
o Providing beginning to end support to producers (e.g. sending show contracts,
communicating with producers about ticket updates, sending post show
settlements)
o Rostering FOH and tech staff
Other tasks as necessary
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Note: You will be supported in all of these tasks by a fantastic existing team including an
Operations Coordinator (3 days a week), a Marketing Coordinator (1 day), a Schools
Coordinator (1 day) and a Corporate Coordinator (1 day). You will also have the full support of
the board and a very helpful staff of teachers who are full of knowledge and experience to lean
on if you require.

What We’re Looking For:

You're a doer and a leader with a passion for driving operational excellence and growing
an organisation.

You have strong organisational skills, with the ability to manage multiple tasks and
priorities.

You are comfortable working in a fast-paced, dynamic environment and can adjust to the
changing needs of the organization.

You are an excellent communicator and community builder, able to work collaboratively
across teams and with external stakeholders.

Experience in managing educational or arts organizations is a plus, especially in a
community-driven or performance-based setting.

Knowledge of business technology tools such as Xero, Google Suite, e-commerce
services such as square and stripe, wordpress, and Client Management Systems is
preferred.

Requirements:

Minimum of 5 years' experience in business operations, management, or administration
(with a focus on arts/education preferred).

Tertiary education in management, business administration, or equivalent experience.
Proven ability to manage people and processes, and drive organizational change.
Familiarity with Sydney's improv, theatre, or comedy community is a bonus.

Additional Information:



e This is a part-time role (3 days / 24 hours a week), with potential for review based on the
candidate.

e Flexible working hours with the possibility of occasional evenings or weekends based on
event schedules.

e There is no office space or requirement to work all office hours onsite - you will need to
have the ability and equipment to work from home. You are able to come and use the
space at ITS to work if you like, pending availability after external bookings.

e While this is a majority work from home position, you will need to be based in
Sydney/near enough to be able to attend onsite to ITS semi-regularly.

Salary: $79,040 pro-rata plus super
ITS Staff benefits such as free show tickets, one free class per term.

Why Apply:

At ITS, we are a creative, inclusive, and passionate team, committed to making a positive
impact in the improv and performance community. If you’re excited about joining a growing
organization and helping us build something truly special, we want to hear from you!

Inclusive Hiring:

Improv Theatre Sydney works hard to be an inclusive company and improv community. We are
a better community for the diversity of voices that comes to our stage, and we want to be able to
foster that as well as we can. Our objective is to have far-reaching inclusion across all parts of
the company, including a diversity of ethnicities (in particular, First Nations Australians),
orientations, gender identities, ages and abilities.

To that end, if there is anything we can do to make our recruitment process more accessible to
you, please let us know.

Applications close 5pm Monday 31 March 2025. Please email
board@improvtheatresydney.com.au
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