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JOB DESCRIPTION 

 

Date: 
 

August 2018 

Job Title: 
 

Assistant Manager 

Reports to: 
 

Theatre Manager 

Job 
purpose: 

 

The Assistant Manager provides support to the Theatre Manager, 
ensuring the smooth running of operational systems and administrative 
processes. 

 
Main duties: 

Operations Management 

 

 In conjunction with the Theatre Manager, to be responsible for: 
 

 the effective and profitable operation of all bars, catering and merchandise 
outlets,  

 ensuring the integrity of stock and cash within the theatre through regular 
systems of stock and cash control, 

 ordering stock and merchandise and maintaining accurate records for bars 
and beverage control, 

 providing accurate quotations for goods and/or services required for events 
and functions,  
 

 monitoring KPIs and spend per head for the retail and bar operations against 
the relevant budgets, 
 

 devising and implementing sales initiatives/incentives to ensure targets set 
out by management are met, 
 

 liaising with artists and producers and assisting in the day-to-day needs of the 
production and reporting to the team any issues which may affect Really 
Useful Theatres’ contractual obligations, 

 

 To have input into and to contribute to the team’s management of: 
 

 high quality provision of VIP and other functions’ business, 
 

 maximising retail opportunities and driving profitability of the front of house 
operation. 

 

Customer Service 

 



 

 It is a requirement of this role to be legally entitled to work in the UK.  This job description reflects the current 
situation. It does not preclude change or development that might be required in the future. 

 To help maintain the highest standards of service and customer care throughout the 
whole theatre. 
 

 To assist in maintaining a visible and accessible management profile throughout 
the theatre to establish and maintain good relations and assistance to patrons, 
visitors, producers and staff. 

 

 To assist all customers with box office, front of house and general enquiries in a 
positive and professional manner. 

 

 To promptly reply to all correspondence relating to general enquiries, customer 
complaints etc. 

 

 To ensure a high standard of housekeeping through the implementation of regular 
theatre checks and inspections and thereafter reporting to the Theatre Manager. 

 

 To represent the theatre as part of the Management Team and present a positive 
image of the theatre and Company. 

 
 
Staff Management 
 

 To assist with recruiting, supervising, motivating and developing staff.  
 

 To manage the performance of all FOH and bar staff within the theatre on a day-
to-day basis, providing staff with positive and/or constructive feedback to improve 
or maintain high levels of performance. Where necessary, implement the formal 
disciplinary process in accordance with the SOLT/BECTU Agreement. 
 

 To support the Duty Manager by providing appropriate performance feedback, 
setting tasks and objectives and providing training. 

 

 To maintain accurate staff and wages records and payments, such as the 
completion of the weekly payroll cycle. 

 

 To prepare the Front of House (FOH), Bar and Kiosk staff weekly rotas. 
 

 To assist in the identification of training needs and to deliver training to FOH staff.  
 

 To understand and have working knowledge of the current SOLT/BECTU 
Agreement and to be conversant with the rules contained therein. 
 

 To assist the Theatre Manager in managing the Stage Door Keepers, providing 
assistance and training where appropriate. 

 
 
Health and Safety and Licensing 
 

 In conjunction with the Theatre Manager, to ensure the Company’s Health and 
Safety Policy is fully promoted and arrangements have been made to carry out 
that policy.  

 

 To know the broad requirements of those sections of the Health & Safety at Work 
Act and appropriate codes of practice and licensing procedures relevant to the 
Company’s activities. 
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 In conjunction with the Theatre Manager, ensure that any health and safety issues 
raised by members of staff or the public are dealt with promptly. 
 

 To ensure that all accidents and dangerous occurrences are recorded, 
investigated and submitted for analysis. 

 

 To help ensure a safe environment for all staff and visitors within the theatre 
through the implementation of fire drills and other measures as set down by the 
management team. 

 

 To co-operate fully with any Enforcement Officer who may visit the premises. 
 

 To ensure adequate first aid arrangements. 
 

 To undertake regular maintenance checks and review risk assessments. 
 

 To report any maintenance, cleaning, pest control or health and safety issues 
on the relevant logs and ensuring that any concerns are responded to promptly. 

 

 To comply with all requirements of the premises and alcohol licenses.  
 

 To ensure the company’s security policy is adhered to and to report any 
breaches of the policy to the theatre manager 
 

 To comply with all requirements of the premises and alcohol licenses. 
 

 To be a key-holder for the theatre and be willing to be called out of hours in the 
event of an incident or emergency  
 

General 
 

 To provide cover at other RUT venues as operationally required 
 

 To comply with and implement all Company policies 
 

 To perform any other request as reasonably required 
 

Essential Knowledge, Skills & Abilities: 

 Previous management experience in a theatre environment or customer 
focused business. 
 

 Experience of managing retail sales, bar and catering operations. 
 

 Good working knowledge of the SOLT/BECTU Agreement and current 
employment law. 

 

 Able to build rapport with customers and establish and maintain excellent 
relationships at all levels in the business. 

 

 Excellent communication skills with very high standard of written and spoken 
English. 

 

 Excellent numerical skills and a commercial approach. 
 

 IT-savvy, especially MS Office-literate including Outlook and Excel. 
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 Demonstrable understanding of Health & Safety and licensing issues in a venue 
licensed for public entertainment. 

 
Desirable Knowledge, Skills & Abilities: 

 Personal licence holder. 
 

 First aid at work qualified. 
 

Person Specification: 

 An efficient and flexible approach; prioritises workload to meet targets and 
deadlines; manages multiple priorities and adapts quickly to changing 
requirements. 
 

 Ability and willingness to adapt style to build relationships and establish 
credibility with colleagues and the public. 

 

 Ability to work calmly under pressure and solve problems quickly and 
pragmatically. 

 

 Pro-active; able to self-motivate and use own initiative in the absence of clear 
guidelines by identifying tasks, projects and/or potential problems in advance, 
creating solutions and taking ownership of outcomes as appropriate. 
 

 


