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JOB DESCRIPTION

Post Designation:

Sales / Performance Staff
  
Department:


Front Of House

Responsible to:

Head Usher  
Responsible for:
N/A

Salary:


£20.76 per shift

  
Location:


Grand Theatre, Lichfield Street, Wolverhampton

Allowances


Uniform provided

The Grand Theatre operates a pension scheme

Job Purpose and Role:
 

To provide a high standard of customer service and to create a welcoming and

friendly environment for Theatre patrons and to encourage ancillary sales.

Principal Duties and Responsibilities:  

· Checking tickets for correct performance date, time and part of house.  Showing patrons to their numbered seats.  Sales of programmes, brochures, ice cream and other items as and when required. Balancing and paying in the correct money.

· Attendance in the auditorium during the performance as directed.

· Sales duties will include: auditorium sales (ice cream from a sales tray) programmes, brochures and merchandise, other items as and when required. 

· To be familiar with all parts of the Theatre, public facilities and services in order to assist and direct the public as necessary and to be in attendance in the auditorium as the public leave at the end of performances, checking rows and gangways for lost property etc.  Reporting to the Duty House Manager before leaving.

· Reporting all unusual incidents to the Duty House Manager for entering into the Incident Day Book or Accident Book for future reference.

· To be completely familiar with the emergency evacuation procedure and to attend the emergency practice drills as required.

· To comply with the Grand Theatre Code of Practice at all times. (The Code of Practice contains instructions on Health and Safety at Work Legislation, emergency procedures and general guidelines on working practices).

· To ensure the highest standards of personal and professional presentation, including the wearing of uniform, as described in the Code Of Practice.

· Attend regular staff training sessions as and when required. 

· To be prepared to work in any other areas of Front Of House as and when required. Training to be provided.

· Undertake any other such relevant duties as the Senior House Manager, House Managers or Head Usher may reasonably require.

· To undertake these duties with an awareness of and in compliance with, the Grand Theatre’s Equal Opportunities and Health & Safety Policies.

· To liase with the line manager in a regular review of this job description so that it adequately reflects the changing needs of the service.

· To carry out any other duties which are commensurate with the salary and designation of the post, subject to any reasonable adjustment under the Disability Discrimination Act, 1995.

The Grand Theatre is a member of the T.M.A. (Theatrical Management Association) and there is a national agreement between the T.M.A. and B.E.C.T.U. (Broadcasting Entertainment Cinematograph and Theatre Union) which sets overtime and working conditions. There is also an in-house agreement between the Theatre and B.E.C.T.U. which sets out exceptions to the national agreement backstage at the Theatre.

Please note that the successful candidate will be asked to undertake a Criminal Records Bureau Disclosure before commencing duties and responsibilities. Any existing CRB disclosure will only be accepted by the Theatre if it is less than six months from the date the disclosure was made.

Signed………………………………………  Date………………………………………..
PC/JB/JobDesc 01.08.07
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