

TROUBADOURWEMBLEY PARK THEATRE
DUTY MANAGER
JOB DESCRIPTION


Troubadour Theatres is a company which specialises in large-scale installation theatres and studios. We
build and operate go-to destination venues that are fully flexible, contemporary and impressive with the
ability to showcase world-class entertainment whilst providing a greater audience experience for all.


We are seeking an experienced, hard-working and motivated Duty Manager, to oversee the Front of
House operation for the upcoming production of Starlight Express at Troubadour Wembley Park
Theatre.


The Duty Manager will report directly to the Front of House Manager. They will work closely with the
venue Supervisors and Host teams to ensure a smooth operation on a daily basis.


The right candidate will be excited to join a dynamic team in a unique venue, offering an exceptional
experience to our customers. You will have a great attitude - leading from the front and creating a
positive atmosphere of hard work, fun, trust and professionalism.


Please find a list of responsibilities below:


STAFF MANAGEMENT
● Assist the Front of House Manager with the recruitment, training, management and appraisal of


FOH Hosts


● Leading the FOH team ensuring standards of service are maintained at all times
● Assist the Front of House Manager with the FOH rota as required, ensuring systems of working
are adhered to and safe levels of staffing are maintained at all times


● Assist with designating daily roles and responsibilities, ensuring all duties are completed
successfully


DUTY MANAGEMENT
● Duty manage an average of three performances per week. This will fluctuate depending on the


theatre programme.


● Leading the duty FOH team including Box Office and Security, ensuring standards of service are
maintained at all times


● Conduct staff briefings with the Duty FOH team ensuring they are provided with accurate and
sufficient information, and de-brief to highlight any areas of concern to investigate and record
● Designate daily roles and responsibilities, ensuring all duties are completed successfully







● Management of FOH operations, enforcing and upholding all relevant policies and procedures, in
particular those relating to relevant health and safety and licensing regulations
● Assisting the bar and merchandise sales team to ensure that customers are served in an efficient,
warm and professional manner in order to maximise sales revenue


● Maintain high standards of customer service delivery at all times and contribute to the ongoing
auditing of the ‘audience experience’


● Undertake front of house due diligence checks before the start of every incoming when on duty
and rectify any problems before the site/house is opened, or report faults to the Duty Site team


● Completing the FOH show report ensuring information is accurate and complete


ADMINISTRATION & FINANCE
● Ensuring adequate supplies of Supervisor checklists, hawker sales sheets etc are maintained


● Assist the Duty Bar Managers with stock takes and reconciling weekly stock and sales


● Ensure FOH ancillary sales records are reviewed daily, resolving any sales related issues


● Complete daily payroll ensuring data is accurate
● Keep up to date with and communicate all London wide activity which may impact the Theatre


operation ie. Tube Strikes, Road closures, large events etc


CUSTOMERS, ACCESS & EDUCATION
● Assist the Front of House Manager in delivering and maintaining exemplary customer service


standards


● Support the delivery of additional education and outreach activity ie. Kids Week, Workshops,
Tours, Post Show Talks etc.


● Take responsibility for coordinating all lost property on site


HEALTH & SAFETY
● Conduct thorough Emergency drills (Fire, Security, First Aid) ensuring all FOH staff are prepared in


case of an emergency


● Contribute to a positive Health & Safety culture throughout all activities and duties
● Ensure all duties are conducted in accordance with H&S policies and systems of working,
reporting any breaches to the Theatre Manager


GENERAL
● Undertaking other duties as reasonably required







PERSON SPECIFICATION


REQUIRED:
● Experience of working in a supervisory role
● Demonstrable interpersonal and people management skills
● Demonstrable knowledge of customer service procedures and principles
● Highly organised, flexible approach to day to day responsibilities
● A creative and resourceful approach to problem solving
● A confident, friendly and professional manner
● Ability to prioritise effectively and remain calm under pressure
● Exemplary communication skills
● Awareness and experience of health and safety legislation and practise


DESIRABLE:
● Duty Management experience in a theatre or other customer-focussed environment


● Valid First Aid qualification
● Experience of EPOS systems
● Personal licence
● Health & Safety qualification
● Interest in theatre and the arts


TERMS
● 20 hours contract, approx 3 shifts per week
● Variable shift pattern between Monday & Sunday including evening, weekend and Bank Holiday


work as required by the business


● Two week notice period
● Rate of pay £15.35 p/h


To apply, please send a CV and a covering letter to jobs@troubadourtheatres.com


Applications will close at 10am on Tuesday 9th April 2024


First round interviews will be held Thursday 11th April 2024


The successful candidate would ideally start Wednesday 17th April 2024






