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JOB DESCRIPTION 

 
 
Date: 

 
May 2019 

Job Title: 
 

Duty Manager 

Reports to: 
 

Theatre Manager 

Job 
overview: 

 

To oversee the running of the Front of House operation at The Adelphi 
Theatre and support the Theatre Management Team in other areas of 
the venue. 

 
Main duties 
 
Staff 

1. Take the lead in recruitment of all Front of House staff, ensuring that staffing 
numbers remain within the agreed levels. 

2. Arrange for induction and training of all new Front of House staff members. 
3. Monitor staff training needs and deliver/arrange training as required. 
4. Manage staff performance to ensure the highest standards of conduct are achieved 

throughout the department 
5. Manage the team within Company Policies and relevant Union Agreements 
6. Manage the Front of House holiday and absence calendars, ensuring that accurate 

records are kept and all annual leave is used in a timely manner whilst keeping 
sufficient cover in the department. 

7. Issue all staff with the correct uniforms and to ensure that they are always 
presented correctly whilst on duty, in line with our branding guidelines and 
customer experience requirements. 

 
Health & Safety 

1. Ensure the weekly Front of House maintenance checks are carried out by 
Supervisors and to collate/action the findings. 

2. Create and review Risk Assessments for all relevant activities and areas in the 
Front of House Department and ensure these are communicated to the team. 

3. Complete and process accident reports as applicable. 
4. Ensure that business practices and activities are carried out within the company 

Health and Safety Policy and all relevant licensing and local authority regulations. 
 

Customer Relations 
1. Help develop a culture where our company values are upheld and our customers 

are at the centre of our operation. 
2. Actively monitor the customer experience at the venue and to bring forward 

suggestions for changes where necessary 
3. Be present and available for our guests whilst on duty for the shows. 
4. Respond to customer written correspondence and to make every effort to resolve 

any issues to both the customer’s and the company’s satisfaction. 
5. Drive sales in our bar and retails operations through ensuring the team are 

delivering great sales service. 
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Administration 
1. Keep up date and accurate personnel files for all Front of House employees, 

ensuring that they are always fully compliant with both company policies and 
employment legislation. 

2. Ensure all employee details are treated as sensitive and are stored in line with 
GDPR legislation. 

3. Complete and circulate nightly show reports whenever of duty for the performance. 
4. Collate the weekly payroll information for the Front of House Department in 

readiness to be inputted into the payroll system. 
 
Retail 

1. Work with the retail team to ensure that ordering of stock and consumables is 
conducted correctly 

2. Ensure that all sales points are presented correctly for service at each show and 
that the sales points and storage areas are cleaned and maintained within company 
requirements 

3. Ensure the correct and efficient use of the theatre’s epos systems by all staff 
4. Ensure the correct and responsible sale and consumption of alcohol, in line with 

licensing requirements 
5. Develop and implement sales incentives and initiatives to help maximise sales 
6. Work with the Theatre Manager to understand sales figures and trends and to 

proactively affect these figures to help achieve company goals. 
 
General 

1. Duty Manage at other venues under control of the management company 
2. Carry out any other tasks or duties as required by the company 

 
Working Hours 
40 Hours per week over 5 days, Monday to Saturday.  Overtime will be available in line with 
business requirements and the successful candidate will be expected to participate in 
overtime as and when required to meet the needs of the business.  
 
Knowledge, Skills and Abilities 

- A good understanding of Microsoft Office, including Word, Excel, Outlook and 
Powerpoint 

- Experience of managing a high-performing team 
- First Aider (training given if required) 
- Personal Licence Holder (training given if required) 
- Experience in retail and the ability to drive sales is essential 
- Good interpersonal skills  

 

Person Specification 
- A quick learner who is keen to develop and share their knowledge 
- A flexible approach, with the ability to adapt to changing circumstances 
- A proactive and calm approach to problem solving 
- A positive outlook and ability to communicate effectively with the team and the 

visiting Production company 
- A drive to deliver nothing but the best in customer service and the ability to motivate 

others to want the same 
- The ability to assess learning needs in others and to then coach and develop them 

to meet those needs 
- Punctual, reliable and personally responsible  
- A keen eye for detail 


