
 

 

 

 

August 2019 

 

Dear Applicant, 

Duty Manager 

The Gate Theatre is seeking to appoint an enthusiastic and hard-working individual to join 

our Front of House team as we go into our 40th Anniversary season in order to deliver the 

highest standards of customer service to all of our audiences and visitors, ensuring a 

welcoming, professional and accessible service to all visitors. 

This is a casual, zero hours contract and shifts are allocated to each staff member based on 

their availability. 

Please find below a job description and candidate profile which provide an overview of the 

type of person we are looking for.  

HOW TO APPLY 

Please email an Applicant Details Form, a CV, a cover letter (no more than 1 page long) 

outlining your interest and suitability for the role to hannah@gatetheatre.co.uk with ‘Duty 

Manager Application in the subject line.  

The closing date for applications is Thursday 12th September at midday. 

Thank you for your interest in this post.  

Kind Regards, 

 

Hannah Dunne 

Theatre Manager 
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Duty Manager 
 
Responsible to the Theatre Manager 
 
Responsible for: FOH Assistants 
 
Role Description  
 
We are looking for people who are passionate about theatre and delivering excellent 
customer service. 
 
The Front of House team are the public face of the Gate Theatre and the principal point of 
contact for patrons when they come to the Gate.  
 
The purpose of the Duty Manager’s role is to confidently take responsibility for the welfare of 
both audience and staff during performances, always striving to deliver the best customer 
service in line with the ethos and style of the Gate Theatre., and to uphold high standards of 
venue maintenance and adhere to all current licensing and health and safety policies.  
 
Key responsibilities 
 
1. DUTIES 
 

 Responsible for the opening up and closing down procedure of the Gate’s premises 
as required. 

 Ensure all fire safety procedures are adhered to and carry out a full fire safety check 
of the theatre and FOH areas at the start of each shift and immediately action any 
concern. 

 Lead in the managing of incidents and emergencies whilst on duty.  

 Ensure all first aid provisions are readily available and, where necessary, provide first 
aid support to any Gate visitors.   

 Ensure all foyer areas and back-of-house areas are clear, presentable and 
welcoming at all times. 

 To ensure all FOH print, displays and merchandise are tidy and well stocked at all 
times. 

 Oversee the management of ticket collection. 
 
2. PERFORMANCES 

 

 Brief the Volunteer Ushers on their FOH duties and support them where necessary 
and confidently disseminate the current show fire evacuation procedure. 

 To take responsibility for the calm and efficient evacuation of the entire venue in the 
event of an an emergency if required. 

 In the event of a show stop or an emergency mid performance make the decision 
whether to cancel the show in line with the Gate’s show cancellation procedure. 

 Liaise with the FOH Assistant about any special requirements and house numbers.  

 Answer any queries that the FOH Assistant is unable to answer  

 Resolve any complaints or queries from audience members. 

 Liaise with Company Stage Manager about opening the house and any specific show 
or audience requirements.  

 Liaise with the pub downstairs regarding show beginning and finishing. 

 Greet Gate audiences to the highest possible standard of customer care and deliver 
the FOH announcement prior to opening the house at each performance.   

 Reporting all information and any incidents on the FOH Report. 



 

 
3. EVENTS 

 To support the Theatre Manager in the smooth delivery of internal and 
external events at the Gate Theatre. 

 
Candidate Profile 
Below is a list of the experience, skills and attributes that we’re looking for but we know that 
not everyone can meet all of them.  
 
If you don’t think you meet everything on the list but know that you could make a real 
difference to the Gate Theatre then we encourage you to make an application. 
 

 Applicants should hold a valid first aid certificate for appointed persons or higher 
(training may be provided on a case by case basis). 

 Excellent interpersonal skills and a responsible manner are essential for this role. 

 Keen interest in the arts and the work of the Gate Theatre 

 Experience of supervising and motivating team members. 

 Strong communication skills. 

 Experience of working with Spektrix or another similar system 

 An understanding of Health and Safety legislation.  

 Some experience working with the public, preferably in a fast-paced and/or theatre 
environment. 

 Experience of Duty Managing 
 

Contract type:   Casual – Rota based 
Salary:  £8.75 per hour plus holiday pay (minimum call time 4hrs)  
Hours:  Zero Hours Contract 

Must be able to work daytimes, evenings, and weekends.  
Shifts start at 1.30pm for matinees and 6pm for evening performances 
(Monday to Saturday) and end depending on the show length and if 
there is a post-show event.  

Start date:   ASAP 
Probation period: 6 shifts 
 


