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festival city theatres trust




Open Day Recruitment – 31 July 2010
Dear Applicant
Thank you for taking time to request the application pack for the post of Front of House and/or Bar Staff.  Included in the Pack are the Job Descriptions and Person Specification for these posts along with an outline of the general terms and conditions for this post.  The Application Form and an Equal Opportunities Monitoring Form are attached at the bottom of this document.  

Festival City Theatres strives to be an equal opportunities employer.  Please complete and enclose the Equal Opportunities Monitoring Form with your application.  This will be kept separate from your application and will help us monitor the effectiveness of this policy.
Please complete the Application Form and bring it along with you at 10.30am on Saturday 31 July.  Come to the front doors of the building where you will be met by members of the Customer Services management team.  They will be carrying out sessions on what the jobs entail and interviews. 
Best Regards,

Colin George

HR Advisor
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Job Description







Introduction

Front of House and Bars Staff provide the highest level of customer service to visitors and patrons to the King’s and Festival Theatres.  As the public face of the Trust you will maintain a smart, presentable and professional image to customers at all times and ensure that all customers are greeted and served politely and efficiently.  Friendly and outgoing, front of house and bar staff have a passion for customer service.

You will be knowledgeable and enthusiastic about our venues and take pride in delivering a first class service with enthusiasm and flair.  
Below are listed the main duties and responsibilities of the two roles within the Customer Services team – front of house ushers and catering and bars staff. 
Main Duties and Responsibilities
Front of House Staff
· Responsibility for the safety and security of customers and the general public whilst in the front of House / Auditorium area.

· Checking the tickets of theatre-goers and guiding them to their seats efficiently and politely

· Checking coats into and out of the cloakroom

· Sale of programmes / merchandise

· Sale of ice creams and refreshments during intervals

· Keeping the foyer, auditorium and toilet areas tidy during and after performances

· Ensuring theatre-goers leave the theatre by the appropriate exits and that these are kept clear and open for this purpose

· Take note of any issues which are likely to cause difficulties / problems or spoil the enjoyment of others and keep the House Manager advised if they cannot be dealt with safely 

· Provide advice and guidance to theatre-goers / customers and the public in a friendly and efficient manner
· Any other reasonable duties as required by the Customer Services Management team.

Catering and Bar Staff
· Serving drinks and, where relevant, food to customers.

· Preparing pre-ordered interval drinks for theatre goers in a timely way, whilst ensuring quality is maintained. To proactively encourage customers to pre-order interval drinks in order to alleviate pressure at the bars during intervals whilst seeking to increase income generation

· Ensuring bars / cafes remain well stocked and informing your line manager of any shortfalls and requirements, especially prior to intervals

· To clear tables quickly and ensure the bar / café areas are tidy and attractive to customers. Keep the bar / serving areas as clear and uncluttered as possible

· Make sure bar area and surfaces are cleaned regularly to ensure that the highest levels of cleanliness are maintained at all times

· Ensuring the safe evacuation of customers from the buildings during emergencies as guided by line managers.

· To prepare and serve drinks / serve food (as required) at hospitality events

· Provide advice and guidance to customers / theatre-goers and public in a friendly, efficient manner

· Provide cover and support for the front of house team – selling ice creams, programmes or other merchandise if required to do so

· Help with the preparation of food (sandwiches, scones, soups, etc)

· Accurate and efficient cash handling and stock control are essential
· Any other reasonable duties as required by the Customer Services Management team.
[image: image4.emf]
Person Specification







For both posts, the ideal candidate will possess all the following experience, skills, and abilities. (experience specifically for the bar post is noted)
Customer Service
· Be able to display high levels of customer care 

· Be observant and attentive to customer needs politely and efficiently.

· You must be customer focused, with commitment to providing a quality service

Experience and job skills

· Experience (6 months plus) of front-line customer service, possibly gained through a theatre, arts venue, bar or shop work.
· Experience of working in a busy bar environment efficiently and politely (essential for the bar staff role)
· Experienced and proficient at handling cash, accurately and quickly. Numerate with a good eye for detail 

· Have a good eye for detail and be able to act on initiative to resolve problems
Attitude and Aptitude

· A professional approach with customers and colleagues, ability to think clearly  even under pressure or in an emergency

· Reliable and trustworthy, with the ability to work unsupervised 

· Friendly, helpful and welcoming manner and taking pride in doing a good job

· Flexible to new ideas and new ways of working and duties to promote the highest levels of customer service

· Have excellent interpersonal skill and to be able to work well in a team

· Smart presentable appearance

Knowledge

· Awareness of basic health & safety issues and first aid principles

· Awareness of the DDA

· Basic knowledge and understanding of hygiene standards and requirements (essential for the bar staff role)
All candidates must have an interest in the theatre and in the Arts
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Outline Terms and Conditions







The details below are intended as a useful guide to some general terms and conditions for this post.  

Job Title:
Front of House Usher  and /or Bars Staff

Department:
Customer Services Department

Line Manager:
This post is line managed by the Customer Services Managers and Head of Customer Services.

Location of work:
King’s Theatre and Festival Theatre, Edinburgh and associated venues as required

Hours of Work
As a casual member of staff you may work variable hours and times per week as agreed in advance with the your line manager, but you will be expected to be available for at least 3 shifts per week.  To fulfil the requirements of the post your rota’s hours will include evening and weekend work.  
Call times
There will be a 4 hour minimum performance call for front of house staff. Non-performance related work will be paid by the hour. Non performance work relates to work not directly related to a performance of a production on stage. 
Rate of Pay
£5.93 per hour, paid weekly in arrears by electronic bank transfer.  There is overtime paid for work on, for example, Sundays, public holidays and after midnight.  Staff are paid holiday pay quarterly based on earnings over the preceding 13 weeks.
Notice Period
There will be a minimum period of one week’s notice should either party wish to terminate.
Dress Code
As a public representative for the Trust you are expected to be well presented at all times during your work.  The Trust operates a Dress Code to guide you in this.
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Application for Employment
Customer Services Department

Recruitment Open Day, 31 July 2010
(Confidential)

Introduction
Please complete all sections within the application form using black ink, typed or written clearly.  Bring this completed form with you on Saturday 31 July at 10am to the Festival Theatre.

If you have any queries about completion of this form please call Colin George on 0131 622 8095.

Please tick which position are you would like to apply for






Bar Staff


(





Front of House Staff

(





Both



(
Your Details
	Surname
	

	Initials
	
	

	Address
	

	Postcode
	
	

	Home telephone number
	

	Daytime telephone number
	

	Email address
	


Employment History
Please detail below your current and previous employment experience, paid or unpaid.  
(Please continue on another sheet is necessary.)

	Employers Name and Address
	Dates of Employment
	Job Title
	Briefly describe the work you do/did and the duties and responsibilities you hold/held

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Training, Learning and Development
Please list any training you have received that would be relevant to work in this department
	Course Name / Subject
	Training Organisation
	Certified? (yes or no)
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Why do you want to work with the Trust?
In this section you should detail why you are applying for this post.  You should outline the skills and experience you possess that are relevant to this post.  You may reference other areas of your involvement as well as paid employment.   (please continue on a separate sheet if necessary)

	


References

These should be from managers or colleagues who are authorised to provide a professional reference based on your work history.  These should not be your relatives.  Referee 1 should be your current or most recent employer. 

	Referee 1    
	Referee 2    

	Name:
	Name:

	Address:


	Address:



	Occupation:
	Occupation:

	Relationship with referee:  
	Relationship with referee:

	Tel no:
	Tel no:

	Email:
	Email:

	Should you be successful we will require references from both these people.  We will approach them after your interview.


Additional Information

Criminal Convictions

Please give details of any criminal convictions, except any considered to be spent under the Rehabilitation of Offenders Act 1974.  If none, please note ‘none’.
Eligibility to Work

Please ensure that you bring along with you at the Open Day required documentation to confirm that you can legally work within the UK.  If you cannot do this, please give details below.

Occupational Health and Safety

Do you have any pre-existing medical condition, injury, or illness that may affect your capacity to safely perform the work we are offering?  If no, please note ‘no’.
Data Protection

The information you have supplied in this form will be used to process your application for employment with the Trust.  We will keep the information supplied confidential and not divulge it to third parties, except where required by law. In signing this declaration you are agreeing that we may use and process this information for the purposes of your job application or future employment.

Personnel data relating to unsuccessful candidates will be kept for a period of 6 months so that we may, if appropriate, advise you of any suitable future vacancies.  After this period your records will be destroyed.

Declaration

I hereby state that, to the best of my knowledge, the information given here is correct.  Please note that false or misleading details in this application could result in the withdrawal of a job offer, or in extreme cases, after appointment, of your dismissal.

Signed:

……………………………………………
Date: …………………………

(initials and surname only)
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Monitoring Form

In accordance with its Equal Opportunities Policy, the Trust will provide equal opportunities to all employees and job applicants and will not discriminate either directly or indirectly on the grounds of race, colour, ethnic origin, nationality, national origin, sex, marital status, disability, sexual orientation, religion or age.  All information provided will be treated in confidence and will be used solely by the Human Resources department for the purpose of providing statistics for equal opportunities monitoring.  The monitoring form does not form part of your application and will therefore be detached from it on receipt and stored separately.   

	Post Applied for:
	

	Are you already employed by the Trust?
	

	Gender:
	

	Date of Birth:
	

	Would you consider yourself to have a disability?  

(If so please describe your disability)
	

	Please state where you heard about this job vacancy.
	


Please state your ethnic origin

· White - British


· White - Scottish


· White – Irish

· White – other

· Black - African


· Black - Caribbean


· Black – Other

· Asian - Bangladeshi


· Asian -Indian


· Asian -Pakistani 


· Asian -Chinese


· Asian – Other

For the purposes of compliance with the Data Protection Act 1998, I hereby confirm that by completing this form I give my consent to the Company processing the data supplied on this form for the purpose of equal opportunities monitoring.

Signed:

……………………………………………
Date: …………………………

Page 1 of 10 


