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Buildings and Technical Manager
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Wycombe Swan is part of HQ Theatres & Hospitality’s (HQT&H) portfolio of 12 regional theatres and live
entertainment venues and is part of the Trafalgar Entertainment family. HQ Theatres & Hospitality manage 12 venues
on behalf of local authorities across the UK; from live music venues and concert halls to large auditoria presenting top
West End productions, high profile live music and comedy, ballet, opera and family theatre, HQT&H are recognised for
providing industry-leading hospitality and first class customer experiences.
Wycombe Swan is located in the heart of the High Wycombe town centre and comprises of three distinct spaces to
provide the people of Buckinghamshire with top-quality musicals, drama, comedy, dance, family shows, one night
events, and a world-class pantomime. With a capacity of 1,076 seats, the Main auditorium boasts superb acoustics, a
large stage and adaptable seating. The historic Old Town Hall offers a smart, distinctive, multi-use space with staging
and seating up to 400 and 600 standing. Rounding off the spaces is the ornate Oak Room, providing a glorious and
elegant setting for events of up to 120 people. More than just high quality programming seen in the main space,
Wycombe Swan regularly hosts conferences, graduations, parties and weddings, with exquisite food provided by the
in-house catering team.
The Wycombe Swan and Old Town Hall has always been at the heart of the Wycombe community. We are proud to be
a venue that supports local community hires, alongside nurturing the young talent of Bucks through our youth drama
activities. Playing our part during the Coronavirus pandemic operating as a vaccination centre for the NHS, we are now
looking to grow our team with passionate and talented individuals.

Employment type:

Full Time

Salary:

c. £38,000 commensurate with experience

Hours:

40 per week over 5 days out of 7, subject to variation to meet business
requirements. This will include evenings, weekends and bank holidays.

Work location:

You will be based at Wycombe Swan, High Wycombe and may be required to
travel to and work at other HQT&H venues. Approved travel expenses will be
reimbursed.

Purpose of the role:

The Building & Technical Manager leads the asset and facilities management
functions and the technical department to ensure that the theatres are operating
to the highest technical presentation standards, Health & Safety compliance,
maintenance regimes and liaison with local and national visiting companies.

Our ideal candidate:

An individual with experience of facilities management, technical theatre and
health and safety who will inspire a team to first class standards and ensure
buildings are operating effectively and efficiently.

Closing date:

Sunday 2nd January 2022. Interview will be held on the 5th and 7th January 2022.

How to apply:

Please complete an Application Form available at wycombeswan.co.uk and submit
with a covering letter to admin@wycombeswan.co.uk with the subject title
‘Building and Technical Manager’. Tell us why you think you are suited to this role,
why it interests you and how we’ll benefit from having you on board! Enclose a CV
too if you wish.
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REPORTING
You will report directly to the Theatre Director.
The posts you will line manage in this role include Deputy Buildings and Technical Manager, Senior Technician, Venue
Technicians and Stage Door Administrators.
KEY ACCOUNTABILITIES
Strategic
•

Ensure the venue’s customer service targets and standards are met and exceeded by the technical team by
growing strong relationships with tour personnel, contractors, external partners and visitors.

•

In collaboration with the senior management team, meet overall business, profit and service targets through
understanding and developing the venue’s visions and aims.

•

Actively lead and drive the ongoing development of the technical and Stage Door department’s skills,
expertise and knowledge by proactively keep abreast of news, trends and developments, ensuring the
venue’s technical services stand out as exemplary.

Operations
•

Ensure that all technical equipment is consistently maintained to a high standard and is ready for
statutory inspection.

•

Undertake any other technical duties as required, including but not limited to assisting incoming productions
with get-ins and get-outs of staging and technical equipment, house-light runs and maintenance tasks.

•

Control all assigned technical budgets, with particular emphasis on proactive management and control of the
casual technical crew budget and visiting company contra charges.

•

Manage the professional and effective provisional of Wycombe Swan’s technical services in all aspects of the
venue’s performance, events and business operation, including technical assistance for hospitality events as
required.

•

Ensure timely and effective pre-liaison and preparation for all shows and events, facilitating their smooth
running and operation, thereby ensuring visiting companies experience an excellent visit.

•

Rota technicians and stage door staff in a timely and efficient manner to ensure the technical requirements
of the productions are met

•

Ensure the venues are well-maintained with a pro-active planned maintenance regime (working with external
contractors) and a high-speed response to emergency maintenance requirements

•

Ensure that all equipment and plant are inspected, serviced and maintained to the highest possible standard,
and compliant with the relevant regulations, and that maintenance records are up-to date and available at all
times.

•

Ensure all in-house weekly and periodic tests and inspections are accurately completed and recorded
including (but are not restricted to) fire, safety, water checks and PAT Testing.
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Health & Safety
•

Take lead responsibility for the management and implementation of the theatres’ Health & Safety policy and
procedures. Put together proposals for capital expenditure projects and, where expenditure is granted,
manage said projects to ensure they do not exceed budgets

•

Work with external auditors to support the quarterly safety audits and inspections and manage the H&S
Action Plan ensuring that matters raised are dealt with promptly, proportionately, and appropriately.

•

Act as a designated key holder, always ensuring the safety and security of the building, including attending
alarm call outs as required.

•

Act as the main point of contact with Wycombe District Council on all matters relating to the building,
ensuring compliance with all lease and statutory requirements.

HR / Personnel
•

Ensure that all timesheets relating to technical or stage door staff are checked, authorised and passed to the
Theatre Administrator in a timely manner to enable monthly payments to be made.

•

Ensure that all HR records are kept up-to-date and that in-house systems are complied with.

•

Conduct annual appraisals of all reporting staff and ensure that training and development plans are created
and implemented

Recruitment, Training and Development
•

Effectively plan and co-ordinate training, development and learning requirements of the technical team, with
an emphasis on quantity/quality controls and presentation.

•

Undertake any relevant training and development that may be required, and to keep abreast of relevant
industry developments.

•

Effectively manage all technical recruitment and on-boarding in collaboration with the theatre administrator,
with the aim of always attracting and engaging the best available talent.

•

Arrange and deliver in-house training and staff briefings as required, ensuring they are correctly documented.

Other Responsibilities
•

Dress in accordance with Company uniform policy and wear protective clothing where issued and instructed.

•

Attend and if required note take meetings as required.

•

At all times, act as an ambassador for the venue and HQT&H.

This Job Description is not an exhaustive description of your duties. You will be required to adopt a flexible approach
to your role and responsibilities. From time to time, you may be required to undertake such alternative or additional
duties as may be commensurate with your skills, experience and capabilities.
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PERSON SPECIFICATION
In order to be considered for this post you will need to evidence and demonstrate:
Experience
•

Proven excellent track record for quality technical support on theatrical productions and related events.

•

Proven excellent track record of adherence to Health and Safety at Work regulations and procedures.

•

Evidence of proactive co-operation , leadership and communication with technical teams in a theatre or
entertainment environment.

•

Good all-round knowledge of all aspects of Theatre production, to include but not limited to, Sound, Lighting
and Stage Management.

•

Experience of stage machinery operation, including counterweight hemp, electric motors and chain blocks.

•

Good knowledge and experience of general building maintenance.

•

Experience of setting and managing financial budgets to ensure best use of resources through prioritisation
and planning.

•

Proven successful experience of managing the maintenance and operation of buildings plant, equipment and
services, so as to achieve agreed business targets.

Skills
•

At least an intermediate level of Outlook, Word, Excel and/or other IT skills required.

•

Fault finding experience, with the ability to repair technical equipment proficiently, safely and to a high
standard.

•

The ability to work in an organised, methodical manner with a high level of self-motivation and the ability to
effectively analyse and solve problems.

Attitude
•

A strong customer service focus and a genuine desire to deliver an excellent experience, every time.

•

A ‘can-do’ attitude and a positive, flexible approach to the job role, work colleagues and peers.

•

A presentable, professional and approachable manner which sets an example for others to follow.

•

Willing to work flexible hours including evenings, weekends and Bank Holidays.

Desirable
•

An understanding of fire safety, including previous experience operating fire alarm panels

•

Train the Trainer qualification and/or experience of delivering effective in-house training.

•

Accredited Health & Safety training

