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HR191 POSITION DESCRIPTION

NOTES
Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm
This form serves as a template for the writing of position descriptions.
A copy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title Technical Production Manager: Theatre

Job title (HR Business Partner to provide)

Position grade (if known) 10 Date last graded (if known)

Academic faculty / PASS department Humanities, Baxter Theatre Centre

Academic department / PASS unit PASS

Division / section Baxter: Production Management

Date of compilation December 2023, updated 18 Oct 2024

ORGANOGRAM
(Adjust as necessary. . Include position grades)

   

PURPOSE

The main purpose of this position is to supervise a team of technicians and stage managers to serve all productions and events 
according to the needs required at the Baxter Theatre Centre and to keep all equipment in good working condition.
This includes but is not limited to:

Serving as a member of the management team and planning team.
Responsible for overall production management and health and safety for all projects produced in-house and external 
productions (locally and abroad)
To seek out and hire the best technicians available to fit the special needs of productions.
To compile and source the technical specs and requirements on all productions and to practically implement these 
requirements.
To oversee the smooth technical operations of all productions and events.
To practically set up sound designs and equipment and manage the operations of these.
To practically set up all audio-visual equipment, lighting and stage equipment/sets.
To ensure the set-up of all above technical aspects within deadlines and the smooth running for the performance period.
To manage the theatre production team in absence of the production manager.
To supervise the construction of any sets and the sourcing of props and costumes for the production.
To ensure all theatre lighting, sound, AV equipment, production tools and machinery is maintained in good working condition.

Production manager

Technical production 
manager

Technical stage supervisor Head of lightingSenior stage manager

Theatre technician Theatre technician
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MINIMUM REQUIREMENTS 

Minimum qualifications Degree/Diploma in Theatre & Performance Arts or a relevant technical field (NQF level 6) 

Minimum experience 
(type and years) 

At least six 
events company or theatre supply company especially in a supervisory position. 

Skills  

 Supervisory skills and management abilities. 

 Strong organization, planning and administrative skills. 

 Theatre production, maintenance and project management skills. 

 Time management and communication skills 

 Analytical thinking and problem solving. 

 Strong computer skills with high level proficiency, particularly in MS Office, email, CAD and Excel 
and Qlab. 
 

Knowledge 

 An extensive working knowledge of a large theatre that is a producing house would be 
advantageous. 

 Knowledge of technical elements in theatre 

 Knowledge of programming on lighting consoles, sound desks and AV equipment. 

 Knowledge of health and safety standards and compliance. 
 

Professional registration 
or license requirements 

N/A 

Other requirements 
(If the position requires the 
handling of cash or finances, 
other requirements must 

Ability to handle cash 
or finances .) 

 Be professional and deliver high quality work.  

 Be a team player. 

 Possess a high level of honesty and integrity in handling cash and or finances. 

 

Competencies 
(Refer to  
UCT Competency 
Framework ) 

Competence Level Competence Level 

Analytical thinking / Problem solving 2 Communication (verbal/written) 2 

Building Interpersonal Relationships/ 
stakeholder relations 

2 Individual leadership 2 

Results focus 2 Resource/People management 2 

Client service and support 2 University/Awareness 2 

 Stress tolerance 2 Conceptual thinking and innovation 2 

 Project management/time management 2 Honesty and integrity 2 

 Negotiation 2 Decision-making/Judgement 2 

 Attention to detail 2   
 

SCOPE OF RESPONSIBILITY 

Functions responsible for As listed above in the position description. 

Amount and kind of 
supervision received 

Limited as the incumbent is expected to operate at an independent level. 

Amount and kind of 
supervision exercised 

Supervision pertaining to the allocation and monitoring and evaluation of the output of the staff reporting into 
this post and the Production crew. 

Decisions which can be 
made 

Limited to own job and that of the Production Crew. 

Decisions which must be 
referred 

Budget issues and artistic decisions that needs further consideration and approval. 

 
CONTACTS AND RELATIONSHIPS 

Internal to UCT Baxter Management, all other Baxter staff members, the UCT community (staff university wide) 

External to UCT 
External production companies, theatres (both local and international), suppliers, patrons and all other 
stakeholders. 

 
AGREED BY 
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PRINT NAME SIGNATURE
CONTACT

NO.
DATE

Position Holder Vacant

Direct Line Manager/Supervisor Marisa Steenkamp 0812711098 18 October 2024

Area Line Manager Lara Foot Newton 0216803983 21/10/2024

HOD Lara Foot Newton 0216803983 21/10/2024

Dean / ED Shose Kessi

HR Business Partner Unathi Maxhela 0216504600 21/10/2024


