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THEATRE DUTY OFFICER
JOB DESCRIPTION

	Job Grade:
	SCP 10-13, £26,835 - £28,163 (£18,131.76.pro rata)

	Contracted Hours:
	25 hours per week

	Contracted Days:
	Must be available to work flexibly for late and sometimes unsociable hours as well as weekends and bank holidays to meet the needs of the business.

	Contract Type:
	Part-Time - Permanent

	Responsible To:
	Theatre Manager

	Based At:
	The Princess Theatre & Arts Centre, Princess Street, Burnham-on-Sea, TA8 1EH
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The Princess Theatre and Arts Centre hosts a wide range of professional and community events.  Reporting to the Theatre Manager the position of Duty Officer is to assist with all duties relating to the management of events at The Princess Theatre. 

Main Duties and Responsibilities:
1. Liaise with the Theatre Manager to understand the schedule of activities.
2. Moving furniture and equipment, as required, including set up and set down before and after room hires and events.
3. Ensure that all facilities are presentable, tidy and clean prior to the event start time.

4. Welcome all visitors to The Princess Theatre & Arts Centre.

5. Ensure that any queries with the box office or ticketing system are dealt with whilst on duty.
6. Supervise volunteers and allocate volunteer activity for the event.

7. Ensure that working practices complies with venue protocols.
8. Be the main point of contact when dealing with fire alarm and security monitoring companies.

9. Act as a key holder and being responsible for opening/locking up and setting building alarm.
10. Completing a simple Duty Officer report form for each show/event.

11. Cashing up at the end of the event (where applicable).

12. The Duty Officer must take responsibility for the health and safety of themselves and any other persons who may be affected by hazardous conditions or practices which may cause harm to people or property.
13. To ensure that all Health and Safety and Fire Regulations are adhered to in accordance with council protocols.
14. Being aware and compliant with General Data Protection Regulations.
15. To undertake all required training.

16. To undertake any other duties required by the Town Council consistent with the level and scope of the post.


