
 
 
Job Title:  Venue Manager 
Location:  Brown’s Mart, 12 Smith Street, Darwin 
Terms of Contract: Full-time (37.5hrs/week) 

12-month contract with an opportunity to renew and a 3-month 
probationary period 

Reporting To:  Chief Executive Officer 
Pay Scale:  $72,000 - $78,000 per annum + 10% superannuation 

 

Brown’s Mart 

Standing on Larrakia land, Brown’s Mart delivers a year-round arts program centred in generosity, 
innovation and energy.  
We present work in and beyond our multiple performance spaces which engages with diverse 
communities and artforms and has a strong commitment to Northern Territory artists. 
Brown’s Mart champions new work and new voices through residencies, creative developments and 
presentations, and has done since 1972. Just as this legacy continues, so does Brown’s Mart’s 
commitment to our artists, our audiences, and our community. 

Position Context 

Housed in one of the most historic buildings in the heart of the CBD, Brown’s Mart has been operating for 
nearly fifty years.  
The Browns’ Mart precinct contains a heritage listed, flexible, black box theatre, a rehearsal room, a live 
music venue, a courtyard and an administration building. As well as housing Brown’s Mart’s own 
development and presentation programs, the venue is hired to a variety of users including corporate 
functions, community events, school groups, and arts festivals. 
The facility is owned by the Northern Territory Government and is maintained through close consultation 
with the Department of Territory Families, Housing and Communities and the Heritage branch of the 
Northern Territory. 
The Venue Manager is responsible for the smooth operations of the Brown’s Mart precinct and for 
ensuring that the theatre and associated facilities are maintained at a high standard of safety, cleanliness 
and functionality. The Venue Manger provides advice, support and supervision to Brown’s Mart hirers, 
and venue users as required. The Venue Manager manages a part-time Venue Coordinator and a casual 
Front-of-House team, and ensures an inclusive, flexible, supportive environment for our artists, 
audiences and community. 

Venue Manager Duties and Responsibilities 

Facilities Management 
• Undertake core responsibility for Brown’s Mart’s relationship with the Department of Territory 

Families, Housing and Communities, working in consultation with the Department to oversee a 
program of internal and external maintenance and repairs; organising and overseeing associated 
service contractors. 

• Maintain an asset register for the venue and oversee maintenance and replacement strategies. 



• Oversee long-term capital expenditure works and ensure heritage guidelines and restrictions are 
adhered to. 

• Maintain the asbestos register and take responsibility for the management of hazardous substances, 
including lockable cabinets register, spill kits and SDS register. 

Site Maintenance and Presentation 
• Oversee a high standard of presentation in all public spaces, including furniture and facilities, 

cleaning and sanitary services, rubbish removal, signage, meeting sponsor obligations and making 
recommendations for upgrades or additional needs. 

• Provide keys, security codes and security briefing to staff, venue hirers and users. 
• Identify funding opportunities related to the venue and the precinct and develop funding 

applications with the Chief Executive Officer. 
• Ensure the management and maintenance of all operational systems including energy, cleaning and 

waste management in a cost efficient and operationally effective manner. 

Venue Hire Management 
• Manage venue bookings and liaise with Brown’s Mart staff, hirers and users to oversee smooth 

scheduling of Brown’s Mart productions and events. 
• Prepare and issue quotes and venue hire agreements to venue hirers, including tracking public 

liability. 
• Liaise with users of the theatre, courtyard, rehearsal room and Area 7 to ensure a smooth operation 

of facilities. 

Ticketing 
• Operate the online ticketing system, including event set up, ticket sales, ticketing discounts and 

reconciliation. 
• Manage ticket requests, ticket returns, booking and exchanges including special offers. 
• Facilitate general ticketing enquiries and phone sales. 
• Provide regular reporting on ticket sales to the Chief Executive Officer. 

Bar Management 
• Undertake the responsibility of Nominee of the Brown’s Mart liquor licence, along with the Chief 

Executive Officer. 
• Ensure that the Brown’s Mart precinct conforms to all applicable licensing regulations and policies 

with regard to RSA and meets conditions prescribed on the licence agreement with the NT 
Government, including provision of security. 

• Oversee the Venue Coordinator to work with the Accounts & Finance Officer, organising cash floats 
and banking of cash from bar sales. 

• Oversee Venue Coordinator in the management of the bar including purchasing of stock, alcohol 
sponsor servicing and relationships, setting bar prices, POS system and reconciliations. 

Staffing 
• Manage recruitment, contracting, induction and disciplining of the Venue Coordinator and casual 

Venue Staff 
• Oversee the Venue Coordinator in preparing staff rosters, supervising and monitoring staff hours, 

and scheduling staff training. 
• Work with the Venue Coordinator to Identify the need for and implement training opportunities for 

Venue Staff, including use of ticketing system. 
• Maintain and review Venue and Front of House policy and procedures manual. 

Volunteer Management 
• Develop and oversee the Brown’s Mart Volunteer Program including recruitment, induction, 

acknowledgements, rostering and volunteer events. 
• Manage the volunteer database. 



Reporting and Compliance 
• Ensure that all venue staff, hirers and users are aware of Brown’s Mart WH&S policies and comply 

with all relevant Work Health and Safety regulations. 
• Ensure that all venue staff, hirers and users are implementing Risk Management processes. 
• Oversee maintenance of First Aid kits and associated training. 
• Oversee an annual Test & Tag system for all mandated electrical equipment and cabling. 
• Ensure compliance with all other government-mandated health and safety legislation, including 

COVID-19 safe venue practices. 
• Report to the Brown’s Mart Board, through the Chief Executive Officer, on venue usage, staff training 

and induction levels, audience numbers, precinct upgrades, major purchases, and any significant 
incidents. 

• Provide information, reports and statistics as required for annual reports and the acquittal of funds. 

Other 
• Undertake professional development including conducting research so as to ensure industry skills 

and knowledge are relevant. 
• Represent the company as required including acting as a public face of the venue, meeting with 

potential hirers, and liaising with funding bodies and potential sponsors as required. 
• Oversee catering orders, service and staffing for Brown’s Mart events. 
• Contribute to an organisational culture of openness, creativity and safe work. 
• Any other reasonable duties as directed by the Chief Executive Officer. 
 
 
Application Process 

Applicants are to provide a cover letter (no longer than three pages in length) addressing the selection 
criteria and include a current CV and two contacts as referees. 
Applications should be emailed to: 
ceo@brownsmart.com.au 
Applications close 5pm (Central Standard Time), Friday 28 May 2021  

Selection Criteria 

Essential 
A minimum of five years’ experience in the performing arts, including the successful delivery of a variety 
of events and performances. 
Experience managing or working in a venue or public space, including knowledge of WHS principles, 
practices and legislation, and experience in risk management. 
Excellent written and oral communications skills, including the ability to deal with a wide variety of 
stakeholders and experience in managing teams. 
High-level organisational skills, the capacity to work with competing priorities, and an ability to manage 
flexible hours of work. 
Excellent problem-solving skills, time management and attention to detail. 

Desirable 

Experience in the delivery of hospitality services including customer interface, cash-handling, and RSA. 
Experience in online-ticketing systems, point-of-sale and CRM databases. 
Experience in preparing and submitting funding applications. 


