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Museum of Comedy Duty Manager
The Museum of Comedy Duty Manager will oversee shifts at the venue when the public  are in the building.   In addition they will undertake administrative duties including box office shifts, membership management and social media.  
Reports To:


General Manager, Museum of Comedy Manager
Responsible For:

Venue Bar and Box Office staff and The General Public
Purpose of Job:
To be responsible for the smooth running of the venue during times the General Public are present.
To assist with other administrative tasks as required, including box office cover, membership scheme and providing social media content.
Hours:
40 hours per week, between 8am and midnight on any day of the week.  Most shifts will be in the evening.
Holiday Entitlement:

28 days including bank holidays

Salary:



Competitive


DUTIES AND KEY RESPONSIBILITIES

To ensure the smooth running of any show shift – 

Including liaising with promoters and acts.

Providing basic technical support.

Being an ambassador for the venue.

Being responsible for the health and safety of visiting patrons.

Be a keyholder and responsible for opening up and locking up the venue.

Manage the staff on duty, oversee the bars and handle cash ups.

Administrative - 

To sell tickets and work on the box office as and when required.

In association with the Venue Manager to provide content on all three social media platforms.

In association with the Venue Manager oversee any admin relating to the membership scheme.

Respond to any emails regarding hires and venue organisation in a timely manner.

To ensure that the venue is “on brand” on social media and to ensure that the website is up to date.

PERSON SPECIFICATION
	
	CRITERIA 

	
	

	
	

	SKILLS AND ABILITIES 

Someone with a  positive outlook who is able to identify the areas that require focus and priority and be able to lead by example
	Someone who is a good communicator, can organise and run shift in a timely manner.  Clear and concise written and spoken communication skills.
Someone who can multi task and does not get stressed under pressure and is organised and efficient in day to day responsibilities.


	EXPERIENCE

Someone who has worked on a box office system, good IT skills.  Used to cashing up/banking and handling money. Has worked front of house previously.

	We are looking for someone who can work equally well looking after corporate/private hires in addition to more relaxed comedy acts.  Ideally this would include previous front of house and staff management.

	KNOWLEDGE

Ideally a knowledge of a Ticketsolve or any other box office system.  Someone with competent IT skills. Someone who holds a personal license.


	To be aware of licensing rules in relation to venue management and also the sale of alcohol.

	PERSONAL ATTRIBUTES AND 

OTHER

REQUIREMENTS

We are looking for someone who has a good level of customer service, who works well individually as well as a team and who is able to work independently and make decisions when required.
	Someone who has a positive demeanor.

Makes giving customer service a priority.

Willing to work unsocial hours.
Able to take on responsibilities as and when they arise.

Well presented.




If you’re interested in applying please send a covering letter and CV to gareth@leicestersquaretheatre.com by Friday 2nd August 2019.

