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“FONDAZZJONI KREATTIVITA` 

ST JAMES CAVALIER 

VALLETTA 

Job Guidelines 

OPERATIONS COORDINATOR 
 

Position Title  Operations Coordinator Employment  Full Time 

Department  Operations Department    

Responsible To Operations Manager 

 

 

OVERALL DUTIES AND RESPONSIBILITIES 

 

The Operations Coordinator reports to the Operations Manager. The incumbent is to 

ensure at all times the effective management, operation and maintenance of all the 

technical infrastructure, systems and equipment at the Centre and during any events 

organized by the Fondazzjoni Kreattivita`. He is also responsible for the supervision 

of all technical staff, on part time or full time bases.  In the carrying out of his duties, 

the Operations Coordinator must at all times operate in a collegial manner with the 

management team and must ensure that decisions that effect, directly or indirectly, 

other Departments or sections, are taken only after a due process of dialogue to foster 

team spirit and coordination 

 

 

PARTICULAR RESPONSIBILITIES  

 

 Compile, catalogue and preserve, in hard and digital form original and updated 

copies of as many documents as possible (manuals, final plans, designs, permits, 

licenses etc.) related to all the infrastructure of the Centre – architectural, 

electrical, electronic, IT, mechanical, air conditioning, surveillance, lifts, etc.; 

including information as to brand names, specifications and suppliers etc. 

 Ensure at all times the effective and efficient operation of all the equipment. 

 Set up inventory and stock control system of all equipment. 

 Ensure that, wherever applicable, the Centre possesses at all times regularly valid 

permits and other certification required by any laws or regulations for the keeping 

and operation of any technical system or equipment. 

 Ensure at all times, the effective and efficient operation of all the equipment and 

systems. 

 Formulate, update and implement occupational health and safety procedures. 

 Formulate, update and implement maintenance programmes, protocols and 

handbooks, and keep regular record of such implementation programmes. 

 Provide accurate information on humidity levels and temperature control. 

 Draw up and recommend the necessary budgetary requirements in the most cost-

effective manner and then ensure the department operates within the approved 

budget. 



 Ensure that, through regular meetings, employees in the technical section are fully 

aware of their full range of duties and that they are competent to perform the 

duties assigned to them, including meeting deadlines as required by the 

Management of the Centre. 

 Provide necessary information to allow upgrading of equipment as necessary, and 

advice on procurement. 

 Monitoring of all technical aspects including electronic and IT equipment. 

 Monitoring of firefighting equipment and water and diesel reservoir levels and 

state.  

 Creating roster programmes for technical staff after leasing with Operation and 

Events sections and ensuring cost-effective use of human resources. 

 Ensure the timely coordination with the Centre’s clients and outside contractors 

and suppliers, including those providing commercial or other services to the 

Centre. 

 To do all that is normally and reasonably expected to ensure the smooth and 

efficient running of the Centre, keeping in mind at all times the special and 

delicate nature of its artistic and cultural mission. 

 Assist in recruiting, training and assignment of technical staff. 

 

 

OTHER 

 

 Manage or discharge such other responsibilities as may, from time to time, be 

assigned by the Board of Directors, the Artistic Director, or the Operations 

Manager 

 Act on behalf of the Board of Directors when so requested. 

 

 

FLEXIBILITY 

 

Given the nature of the operations at the Centre the incumbent is expected to work 

late or on weekends in order to meet the needs and deadlines required for the success 

of the artistic and cultural activities. 

 

 

GENERAL CONDITION 

 

All employees at the Centre are to register their arrival and departure to/from work by 

means of electronic registration (e.g. palm reading machine) or by any other means as 

determined by the Board of Directors. 

 

 
 

 

 

 



MANAGEMENT KNOWLEDGE/SKILLS/QUALIFICATIONS 

 

 Diploma in Performing Arts or at least 4 years experience in the field of interest 

will be considered an asset. 

 Determines the necessary technical support, such as lighting, sound, staging, and 

special needs, necessary for events and performances held at the Centre, or in any 

other venue, in advance of production dates. 

 Has a thorough understanding of all aspects involved in set construction, lighting 

design, sound design and rigging. 

 Experience in the technical direction of festivals, plays, ballet/dance and set-up of 

exhibitions. 

 Supervises the implementations of approved technical designs.  

 Ability to direct and manage the technical section. 

 Must have experience in a supervisory role. 

 Fully conversant with the requirements of the legal provisions and practices in the 

field of occupational health and safety procedures. 

 Ability to evaluate policy issues, delivers innovative recommendations and 

proposes effective solutions. 

 Competence, acquired either informally or through formal education, to be able to 

deal with policy planning, use of information technology, resource management 

requirements of the position. 

 Seasoned judgement and ability to set priorities and take decisions. 

 Prepare technical specifications of tenders for the procurement or hiring of 

equipment. 

 Strong in team-building and communication skills, including good writing skills 

in Maltese and English. 

 Clean police conduct. 

 
 


