UNIVERSITY OF MELBOURNE
STUDENT UNION

Position Title: Events & Technical Production Officer

Staff Division: Arts & Culture

Employment Status:  Fixed Term, Full-Time (FTE 1.0)

Classification Level:  PL4, University of Melbourne Student Union Agreement 2023 — 2025

Reports to: Events & Production Manager
Reported to by: NA

Incumbent: Vacant

Date Effective: November 2025

The University of Melbourne Student Union Inc (UMSU)

The University of Melbourne Student Union Inc (UMSU) is a dynamic, for-purpose incorporated
association, serving as the representative body for all students at the University of Melbourne.
Structured around student control of student affairs, UMSU is governed by an elected Students’ Council
and twelve student departments, chosen by and from the student body.

Located in the heart of the University of Melbourne’s award-winning student precinct, UMSU is a
vibrant, creative, and diverse social justice organization committed to representing and supporting
University of Melbourne students. Our vast arts and culture programs for emerging student artists are
run in a state-of-the-art theatre, a professional art gallery, the iconic Rowden White Library and the Ida
Bar — the only student bar on campus.

Our commitment extends beyond engagement to essential support services, including a free legal and
advocacy service for students. We host events co-designed by students supported by professional staff,
and publish multiple student-led publications, including Farrago. Beyond that, UMSU runs a food relief
program, oversees over 1000 student volunteers, and has more than 200 affiliated student clubs.

UMSU's overarching goal is to enhance student life at the University of Melbourne. We achieve this by
elevating and representing student voices through purposeful engagement and advocacy, offering
exceptional programs, services, and opportunities that promote inclusivity and accessibility. Each of our
dedicated student departments, committees, and collectives play a pivotal role in shaping the university
experience.

Staff at UMSU are organised within four divisions with multiple teams:

e Advocacy & Legal

e Arts & Culture

e Student Representation

e Operations & Communication

The UMSU Constitution establishes that we will:



e Advance the welfare and interests of students.

e Represent students of the University within the University and to the community.

e Provide amenities and services, principally for students and other members of
the University community, and incidentally to the public.

e Provide an independent framework for student social and political activity.

e Develop, maintain and support student clubs, societies and associational life generally.

e Promote and defend the rights of students to education on the basis of equality
without regard to race, colour, sex, sexuality, gender identity, age, physical
disability, mental illness, economic circumstances, political religious or ideological
conviction, or national or social origin.

e Oppose violence and/or hatred through militarism, nationalism, or discrimination on
the basis of race, colour, sex, sexuality, gender identity, age, physical disability,
mental illness, economic circumstances, religion, or national or social origin.

e Provide a democratic and transparent forum in which students’ affairs and interests can be

e Governed in an effective and accountable manner.

e To promote free and accessible government-funded education.

To support these objectives UMSU staff observe the following values:

e  Student Led and Focused

e Inclusive and Connected

e  Effective and Engaged

e  Accountable, Transparent and Responsive

Divisional Overview

The Arts & Culture Division contains the following departments:
e Arts Programs
e Events & Production (AVMelbourne)
e Rowden White Library
e Union House Theatre

The Division is overall responsible for facilitating student participation and engagement in student-lead artistic
activities, for working with elected student representatives to provide artist and cultural and programs that
support the objectives of UMSU, and the operation of services that support students on campus. The activities
and services provided by the Arts and Culture Division are integrated and collaborative, and responsive to the
needs of students. The Division seeks to maximise opportunities for student participation and engagement.



Position Summary

The Events and Technical Production Officer will play an integral role in the development and delivery of high-
quality events that will enhance student life and foster a vibrant campus culture.

Working in the Events & Production team, you will support the planning and implementation of UMSU’s
Events and Student Departments led programming, encompassing end-to-end coordination from concept
through to delivery. Combining arts administration expertise with on the ground event delivery, the role is
integral in working towards UMSU’s mission to provide inclusive, student-led experiences that reflect and
uplift the diverse student body.

The Events and Technical Production Officer will support Student Departments to scope and coordinate
event concepts — oversee planning, documentation, bookings, and ensuring all technical, operational and
compliance requirements are met. The role will work across multiple teams to facilitate smooth on-site
delivery for student events across the semesters.

As an organisation providing student-facing services and events, an inherent requirement for this role is the
ability to work in person and on site and may require some manual handling of equipment and after-hours
work as required. UMSU staff employment conditions are covered by the University of Melbourne Student
Union Agreement 2023-2025.

Key Accountabilities
Event delivery and Administration

e Work cohesively with students from diverse backgrounds to support student programming.

e Plans and executes events by coordinating logistics, resources, budgets, and schedules to ensure
successful outcomes.

e Support Student Departments with event planning, programming and logistics

e Prepare event planning documentation in consultation with the Events Production Officer.

e Liaise with Communication and Design Department to support website and ticketing information.

e Support on the ground delivery of student-led initiatives and weekly scheduled events.

e Lead post-event reviews, evaluations, and continuous improvement processes in partnership with
student reps and stakeholders.

e Prepare reports, proposals and correspondence on events as required.

Production and Technical Service Provision

e Prepare and communicate documentation for the Production department to establish event technical
requirements. Assist with the preparation, install and pack-down of equipment for student led
events.

e Supervise the event site, equipment and materials to ensure that the security of the equipment is
maintained.

e Report any equipment damages or failures to appropriate staff in a timely manner.

e Ensuring all technical equipment and systems are set up, operated, and dismantled correctly and
safely.



Crew and Stakeholder Management

e Coordinating with UoM services, supervising casual staff and contractors, such as technical crew and
front-of-house personnel.

Level of Supervision and Typical Activities

e The Events and Production Officer will work under routine supervision to general direction and may
coordinate others to achieve event objectives.

o  Will provide factual advice which requires proficiency in the work area’s rules and regulations and
procedures, requiring expertise in a specialist area or broad knowledge of a range of personnel and/or
functions.

Task Level

e May undertake limited creative, planning or design functions; apply skills to a varied range of different
tasks.

e Proactively prepares run sheets, stage plans, and floorplans.

e Ability to identify technical issues and creatively execute a production vision.

Organisational knowledge

e Perform event tasks that require proficiency in the organisations’ rules, regulations, policies,
procedures, and how they interact with other related functions to achieve the organisations and
Events & Productions dept strategic objectives.

Judgment, independence and problem solving

e Applies theoretical knowledge and techniques to a range of procedures and tasks.
e Work unsupervised and be able to identify problems and implement on site solutions.

Health, Safety and Environmental Responsibilities of Staff

All staff are required to take reasonable care for their own health and safety and that of other personnel
who may be affected by their conduct. UMSU staff are required to understand and comply with the
organisation’s policies and procedures, including, but not limited to:

e  Workplace Conduct Policy

e Interaction Protocols Policy

e Child Safety Policy

e Health and Safety Policy

e  Privacy Policy

e Constitution and regulations, such as the Financial Regulations

e  Prevention of Sexual Misconduct Policy

e  Fraud Risk Management Policy and Corporate Governance Policy.

Flexibility to work remotely is subject to UMSU’s Flexible Work Policy and relevant legislation, which
applies upon commencement.



Key Selection Criteria

¢ Diploma level qualifications in event management, sound production, or a related field, with work
related experience delivering events and technical services.

e Demonstrated success in delivering small to large scale events, community engagement campaigns
and initiatives.

e Strong relationship-building skills with a proven ability to work collaboratively with diverse
stakeholders including students, community partners, sponsors, and suppliers.

e Excellent written and verbal communication skills, including experience preparing event planning
documentation.

e Highly organised and adaptable, with experience working across multiple projects and meeting
deadlines.

e Proficient in Microsoft Office, CRM systems, project management tools, and digital communication
platforms.

e Basic skills in the use of audio, music and event production equipment

e Ability to work autonomously.

e Proven ability to operate heavy equipment and safe manual handling in accordance with Occupational
Health and Safety standards.

e Current Victorian Driver’s License

e Avalid employee Working with Children Check.

Desirable Attributes

e Experience in arts organisations, student unions, higher education, or student-led organisations.
e Understanding of the principles of student unionism, diversity, and inclusive practice.

e Ability to set up, tune and balance a sound system.

e Experience with microphones and audio mixing consoles for live entertainment.

UMSU is a child safe organisation, located on Wurundjeri country. We value diversity, embrace
difference, and nurture a connected, safe, and respectful community. UMSU is a member of the
Australian Network for Disability. We are committed to creating and maintaining a diverse,
inclusive, and safe work environment.

First Nations’ people, people of all ages, across all gender spectrums, people with disabilities
and culturally and linguistically diverse people are strongly encouraged to apply.

We acknowledge the Traditional Owners of the lands on which we work, and that sovereignty has
never been ceded. It always was, and always will be, Aboriginal land.

I have read, understood, and agree to comply with the position description.

SIGNED: DATE:




