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JOB DESCRIPTION 
 

Date: 
 

July 2018 

Job Title: 
 

Retail Supervisor 

Reports to: 
 

Theatre Management 

Job 
purpose: 

 

To be responsible for the accurate reconciliation, declaration, and 
processing of the nightly theatre takings. 

  

 

Main Duties 
 

 To be responsible for the floats of all outlets, bars and sellers 

 To conduct regular float checks and ensure the replenishment of change 

 To ensure sufficient denominations of change are available to the outlets by placing 
change orders as needed 

 

 To accurately cash up the takings of all bars, outlets and sellers 

 To ensure the accurate and timely logging of any discrepancies  

 To conduct an accurate cashing up and reconciliation of the overall nightly takings 
 

 
General Duties 
 

 To ensure the delivery of customer service of the highest possible level 

 To assist in the security checks of tickets and bags 

 To assist where needed on the bars and kiosks 
 Any other duties that may reasonably be required in respect of the Front of House or 

Bar operation at the Gillian Lynne Theatre as directed by the Theatre Management 
team. 

 
 

Essential Knowledge, Skills and Abilities  
 

 Possess excellent people and customer service skills 

 Excellent organisational skills 

 Methodical approach 

 Excellent numeracy 

 Be a clear, concise communicator  

 Be confident and self-motivated 

 Have a flexible, adaptable and pragmatic approach 

 Have previous experience in cash and stock handling 

 Able to work under pressure 
 

Desirable Knowledge, Skills and Abilities 

 

 Be familiar with retail operations 

 Previous experience in a retail environment 



 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. 

 A knowledge of the current production (“School of Rock”) 

 Experience in a similar role would be desirable 

 Experience with Microsoft Office, in particular Excel 

 Previous use of Zonal tills and software 
 
 

 

 
 
Person Specification 
 

 An honest, efficient and flexible approach; 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 

 Commercially focused and creative problem solver 

 Excellent interpersonal skills and a high level of self-motivation 

 High attention to detail 

 Excellent communication and time keeping skills 

 Ability to multi task and work calmly under pressure 

 They must be flexible with and available to work anti-social hours (evenings and 
weekends) as the business needs 

 
 

Working Hours 
 

8 Performances per week – Monday & Wednesday to Saturday evenings; Thursday, Saturday & 
Sunday afternoons 
 

Evenings: 5.45pm – 10.45pm (approx finish times - overtime paid after 3 hours 45 
minutes) 

Matinees: 12.45pm – 5.00pm (approx finish time - overtime paid after 3 hours 45 
minutes) 

Sundays: 1.15pm – 6.15pm (approx finish time - overtime paid after 3 hours 45 
minutes) 

 
 
 

 


