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October 2018
Dear Applicant

Thank you so much for your enquiry regarding the vacancy of Duty Manager for November and December.
Norden Farm is a vibrant, multi-art form venue, comprising a live event, cinema and classes programme that also facilitates commercial hires, including conferences, seminars, trade shows and meetings. Every member of the team makes a real difference to its success. 

I am pleased to enclose an application pack consisting of the following:

· Job Description and Person Specification

Please ensure that you read all information thoroughly before applying.  Application should only be made on the enclosed application form (attaching continuation sheets where necessary), answering each section fully.  CVs are not accepted.  Please email applications to admin@nordenfarm.org 

Application Deadline: Wednesday 10 October 
I look forward to receiving your application and thank you for your interest in the position.

Best wishes
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Jane Corry

Chief Executive & Artistic Director

Norden Farm Centre for the Arts
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Duty Manager 
Job Description

Post Title:


Duty Manager 
Hours:
Full Time for Mon 5 Nov – Mon 31 Dec

42 hours p/wk inclusive of 30 minute breaks
Salary: 


£7.83 p/hour
Base:



Norden Farm Centre for the Arts
Reporting to:


House Manager
	Job Summary


This is a great opportunity for someone wanting to develop a career in the arts or events industry. 
November and December are two of our busiest most exciting months, with daily Christmas shows and a full evening programme of events. We are looking for an exceptional Duty Manager who is personable, cheerful and super organised.

The Duty Manager plays a major role in the delivery of high quality customer service within this vibrant arts centre. 
Responsibilities include the front of house operation, co-ordinating volunteer stewards and overseeing the running of the venue. Some manual lifting is required as spaces are re-configured during the day. This position carries considerable responsibility as the Duty Manager will regularly be left in charge of the building. 

	Key Responsibilities


1. To ensure that all users of the Centre receive excellent customer service.

2. To co-ordinate volunteer front of house staff.

3. To oversee programme and merchandise sales.

5. To deliver high quality and efficient service at the Café Bar.

6. To deputise for the Entertainments Licensee in her absence.

	Detailed Job Description


1. To deputise for the Licensee in her absence, ensuring strict compliance with all conditions of the Premises Licence.

2. To carry out regular fire safety checks 

3. To supervise volunteer stewards on a day to day basis, including evacuation briefings.

4. To be responsible for a float and any monies taken for the sale of programmes and merchandise.

5. To be responsible for cashing up tills.

6. To assist with the Café Bar when required.

7. To assist the House Manager with the preparation and distribution of front of house rotas, ensuring that there is appropriate staffing cover at all times. 

8. To ensure that the foyer and public areas of the building are kept clean and tidy at all times.

9. To prepare the building for events the following day. 
10. To be responsible for securing the building at the end of evening shifts, and for unlocking the building prior to daytime shifts.

11. To act in accordance with the Data Protection Act, GDPR and the Centre's Health and Safety Policy. 

12. Any administrative and other duties as may be required as part of the Duty Manager function.

	Hours of Work


The Centre is currently open to the public seven days per week, Monday from 10am – 4pm Tuesday to Saturday from 10am – 11.00pm and Sunday 10.00am – 10.30pm.

Person Specification

Essential

Candidates must be able to demonstrate:

· Experience of working in a customer focused environment 

· An understanding of high quality customer service
· Good organisational skills
· Ability to manage manual handling, including lifting and carrying
· Excellent communication skills, both written and verbal

· An enthusiasm for sales
· Experienced and confident in computer literacy, including Microsoft Office 
· Ability to work unsupervised and as part of a team

· A genuine interest in the arts
Desirable

· 1 year experience in front of house and event management in the entertainment or hospitality industry
· Sales experience
· Own means of transport

· First Aid qualification

· Experience of working behind a bar
· Supervisory or management experience of paid or voluntary staff
· Experience of cashing up tills
Altwood Road


Maidenhead SL6 4PF





Box Office: 01628 788997


Admin: 01628 682555


Fax: 01628 682525


Email: admin@nordenfarm.org








