Job Description – Casual Duty Manager 

Post Title: 

Casual Duty Manager
Department:

The Elgiva

Purpose:
To deliver the highest level of customer service for all users in a safe environment whilst maximising event income.
Responsible to: 
Deputy Manager with regular contact with the Theatre Manager
Key contacts: 

Staff, volunteers, incoming companies, suppliers and the public

Location: 

The Elgiva
Hours:
Variable. Mainly evenings and weekends as part of a monthly rota as required by the events programme 
Requirements
This role may include some manual handling e.g. moving tables, chairs, etc

This Job Description is designed to give you an overall view of the job and is not a definitive list of tasks.

Principal Responsibilities

1. Key holder, opening and closing the building as events require

2. Liaising with artists, incoming companies and staff to ensure events run smoothly

3. Responsible for the building, users and staff ensuring that the theatre’s Health and Safety procedures are adhered to at all times. 

4. Dealing with sales enquiries by telephone or personal visitors utilising the box office system

5. Responsible for end of day reconciliations and ensuring the theatre's financial procedures are adhered to at all times.

6. Ensuring theatre is clean, tidy and promotional materials are up to date prior to an event

7. Lead the FOH team, co-ordinating their respective roles during an event;

8. To assist with the organisation and training of volunteer staff as necessary;

9. To deal with customer enquiries, compliments and complaints as per theatre guidelines

10. To actively promote The Elgiva's ancillary services and sales, to maximise income.

11. To attend team meetings and training sessions as required

12. To be first aid trained and provide appropriate cover (training available where necessary)

13. Other duties as may be required that are commensurate with the general level of responsibility for this post.
Skills & Experience
	Essential
	· Experience of working with the general public 

· Good literacy and numeracy 

· Experience of cash handling; 

· Good computer literacy 

· Excellent interpersonal skills; 


· Team Payer with positive attitude

· Ability to stay calm under pressure

· Proven organisational skills

· Reliable and flexible

· Health and safety awareness

	Desirable 
	· Experience of working with volunteers

· First Aid qualification

· Experience in the use of computerised booking systems

· Experience of working in a theatre, leisure or hospitality related environment 


