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Job Description
Job Title:

Front of House Supervisor
Responsible To:
Theatre Manager
Job Purpose:
To provide an effective, efficient, safe and hospitable service to customers and other users of the Theatre.
Principal Responsibilities
1. To take lead operational responsibility for the safety and security of the users in the Front of House areas, ensuring that systems and procedures for security are followed at all times;
2. To implement the emergency/incident plan procedures for each event, in consultation with the Theatre Manager, ensuring that appropriate and correct emergency and evacuation procedures are undertaken if required;
3. To act as the Designated Premises Supervisor (DPS);
4. To ensure the efficient operation of the theatre points of sale, which currently include the bar, coffee shop, ice cream kiosk and merchandising;
5. To ensure that all points of sale are correctly staffed, organizing the FOH Assistants shifts and Volunteer Stewards appropriately;
6. To collate and check the Front of House Assistant’s timesheets and submit them for payment authorization;
7. To liaise with the Conference Officer over large conference requirements;
8. To liaise with the Technical team (including visiting companies) on a regular basis particularly regarding Health and Safety issues that might impact on Customers and Front of House staff/Volunteers;
9. To ensure that all paid and voluntary staff within the Front of House section are properly trained in evacuation and other health and safety procedures;
10. To check that artistes requirements for refreshments (as per contracts) are fulfilled;
11. To perform regular stock checks;
12. To report any maintenance/cleaning issues to the Theatre Manager;
13. To assist the Theatre Manager in implementing any appropriate environmentally sustainable initiatives; 
14. To deputise for the Theatre Manager in their absence;
15. To provide cover for Box Office personnel for holidays and sickness;
16. To perform other duties and and when required by the Theatre Manager or representative.
College Responsibilities 

1. To actively promote the Diversity agenda within the College;
2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems; 
4. To contribute to and represent the overall visions and values of the College;
5. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line the ISO standard 27001;

6. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the college;
7. To adhere to all College policies and procedures;
8. To undertake professional development as required; and
9. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the HR Director which may lead to revisions in light of the operational requirements of the College.
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