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Front of House Manager 
Part time, casual
Dear Applicant

Thank you for your interest in this post.
Attached are the application form, job description, person specification and summary of terms and conditions. 
· Applications must be received by: Friday 26 October, 2018. Please send to Dee Fenton, Operations Manager, Bridport Arts Centre, South Street, Bridport DT6 3NR or email to dee@bridport-arts.com.  

· Applications received after this date and time will not be considered. 

· Interviews for the post will take place on Friday 2 November, 2018.  

· Further information about Bridport Arts Centre can be found on our website: www.bridport-arts.com.

This is a casual post working up to a maximum of 20hrs per week.

For an informal discussion about the post, please call the Operations Manager, Dee Fenton on 01308 427183 or email dee@bridport-arts.com.

We look forward to receiving your application.

Dee Fenton
Operations Manager
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Front of House Manager (part time, casual): Application Form

First Name



Surname/Family Name

Address

Post Code

Tel. (Home)



 Tel. (work or mobile)

Email:

Education (please start with the most recent)

	Dates
	School/College/University
	    Qualification and Grade

	
	 
	

	
	
	

	
	
	


Employment History (please start with your most recent post)

	Dates
	Employer
	Position/main duties
	   Reason for Leaving & Final 
   salary



	
	 
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Relevant training and professional qualifications (please continue on a separate sheet if necessary):

Please outline your suitability for the post: 

(Please refer to the job description and person specification. Please continue on a separate sheet if necessary Please do not attach a CV)

Why are you applying for this post?

(If you add extra sheets please ensure they are numbered and have your name on).

If currently employed what notice do you have to give?………………………………..……

How many days sickness absence have you had in the past 12 months?………..……….

Referees (one of which must be your current/most recent employer. If self employed, you may use a client as a referee):

Name:





Name: 

Position:




Position: 

Address:




Address: 

Day Tel:





Day Tel: 

(We will only contact your referees if your application is successful).

Data Protection Act 1994

I agree that the information given in my application being stored on manual and computerised files for relevant employment –related purposes within the terms of the Data Protection Act 1994 

Declaration:

I certify that the information given on this form is, to the best of my knowledge, true and complete, and can be treated as part of any subsequent contract of employment.  

Any false statement or omission may be sufficient cause for rejection or for an employment contract to be invalidated and the employee subject to disciplinary action or dismissal.

Signed……………………………………………………    

Date………………………………………

n.b. Right to Work Checks will be carried out on successful applicant, prior to appointment.
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Front of House Manager (Part time, casual): Job Description 

Job Title: 

Front of House Manager (Theatre, part time)
Responsible to: 
Operations Manager
Responsible for: 
Bar staff, Volunteers, technicians on show dates
Hours:

Maximum of 20hrs per week.
Salary:

£8.50 per hour 

This role will suit someone with excellent customer service skills, who is used to working in a public facing role. The ideal candidate will have experience of working in a bar, restaurant, venue or similar and be comfortable with flexible working and managing a team of casual staff and volunteers. 

Main responsibilities:

The Front of House Manager is responsible for the smooth and efficient day to day running of Bridport Arts Centre’s front of house and bar operations. Lead and develop the team of bar staff and volunteers, to provide at all times a safe, warm, friendly and vibrant environment for audiences, visitors and staff. Alongside the Operations Manager and Marketing and Sales Officer, they take a lead role in maintaining excellent customer services. 
Duties and Responsibilities:
Front of House

· To be responsible for the day to day management of the front of house areas for events. 

· Working with the Operations Manager, ensure that systems and procedures for security are followed at all times and that correct opening / locking procedures are followed.

· Brief stewards prior to each event.
· Complete operational reports for all events. 

· Report any issues with the operations, building or equipment promptly to the Operations Manager. 

Bar
· Ensure legal and safe provision of alcoholic drinks and make sure staff follow all procedures to ensure this. 
· Making sure bar stocks are adequate for the performance being managed. 
· In discussion with the Operations Manager, set pricing levels to ensure competitive pricing while maximising income for the charity. 
Health and Safety

· Ensure all Bridport Arts Centre’s policies are followed and bring any issues to the immediate attention of the Operations Manager. 

· Work with the Operations Manager to ensure Risk Assessments are up to date.
· Ensure all staff you manage are adequately informed and trained about BAC’s policies and their responsibilities. 
· Be a First Aider when on duty. 

Other 

· Train to provide box office cover, if this is needed.
· Attend regular staff and operational meetings 

· Adhere to Bridport Arts Centre policies, including our Equality and Diversity, Environmental and Safeguarding Policy. 

· To act in the best interests of Bridport Arts Centre and advocate for our work

· Any other duties as reasonably required
Front of House Manager (Part time, casual) – Person Specification

	Criteria
	Essential
	Desirable
	How Assessed

	· Excellent proven customer service skills
· Experience of staff supervision
· Ability to exercise initiative, take personal responsibility and resolve issues independently
· A positive attitude to problem solving

· Excellent verbal and interpersonal and good written communication skills
· Some awareness of access and disability issues and a willingness to further understanding in this area.

· Strong organisational, time management and prioritisation abilities and comfortable working effectively under pressure and meet changing demands

· Flexibility in relation to duties and working hours, which will primarily be evenings and weekends and will vary week to week.
· Valid First Aid certificate or a willingness to become an Appointed Person or trained First Aider. 
· Willingness to undertake any further training, such as Fire Extinguisher training, that Bridport Arts Centre deems necessary to safeguard the premises, staff, visitors and anyone attending the Arts Centre

· An interest in the arts and the work of Bridport Arts Centre. 

· Previous experience providing a community focused service
· Experience of working with volunteers
· Experience of working in a theatre or arts context. 
           Driving Licence
	X
X

X

X
X
X

X

X

X

X

X
	X

X

X

X
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Front of House Manager (Part time, casual)
Summary of terms and conditions of employment

The terms below do not form part of a contract and are for information only. Should you be offered and accept employment with Bridport Arts Centre you will receive a contract setting out in full your terms and conditions. 

Employer

Bridport Arts Centre

Job Title

Front of House Manager (Theatre, part time)
Hours of Work

Maximum of 20hrs per week. There can be flexibility on days worked subject to the requirements of the programme and by agreement with your Line Manager. 
Holiday Entitlement

28 days per year plus public holidays, pro rata. The holiday year runs from 1 April.

Salary Information

£8.50 per hour. 
Probationary Period

Subject to statutory requirements.
Flexibility

All Bridport Arts Centre jobs are carried on a flexible basis: duties and responsibilities may vary as a result of policy reviews without changing the level of responsibility indicated in the attached job description.  
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Monitoring information
Bridport Arts Centre recognises that in our society groups and individuals have been and continue to be discriminated against on the basis of race, colour, national origins, culture, gender, marital status, disability, class, sexual orientation, age, financial circumstances, employment and political and religious beliefs.
Bridport Arts Centre is committed to counteracting any such discrimination and to provide and promote equal opportunity and treatment. Bridport Arts Centre observes the Equality Act of 2010.

We use this information to monitor the different backgrounds of people who participate in Bridport Arts Centre projects and programmes. If you do not know some of the information or you would prefer not to provide lt, you can circle 'Not known/Prefer not to answer'.

This information is used for monitoring purposes only. This sheet is detached from your application before short listing. 

Please circle your answers below.

1.Ethnicity

White

British
lrish

Any other white background

Asian or Asian British

Asian Bangladeshi 

Asian Indian 
Asian Pakistani 

Any other Asian background
Chinese

Black or Black British 
Black African 
Black Caribbean 

Any other Black background 

Mixed 

Asian and white 

Black African and white
Black Caribbean and white
Chinese and white

Any other background from more than one ethnic group 

Any other ethnic group 
Not known / prefer not to answer 
Any other Black background 

2. Do you consider yourself to have a disability?
Yes

No
Not known / prefer not to answer 

3. Gender

Male 

Female 
Not known / prefer not to answer 

4. Age

Date of birth DD/MM/YY

         /          /      

