
 

 

 

 

August 2019 

 

Dear Applicant, 

Front of House Assistant 

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 ‘Front of 

House Assistant 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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Front of House Assistant 
Responsible to the Theatre Manager and Duty Managers 
 
Role Description  
 
We are looking for people to 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 our Front of House Assistants 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 
 
MAIN DUTIES 
 

 Open the Box Office at the start of a shift and to ensure the laptop, and chip and pin 
are in working order.  

 Collect and count the Box Office float from the office and alert the Duty Manager or 
Theatre Manager of any discrepancy.  

 Ensure that the Box Office is tidy and well-presented and all FOH materials, 
freesheets etc. are fully stocked.  

 Actively sell tickets and merchandise pre-show. 

 Keep a record of any cash takings prior to the show. 

 Keep a record of uncollected tickets.  

 To support the Duty Manager with performance incoming, especially when the house 
is open.  

 Uphold the highest standards of customer service. 

 Actively implement Green Gate policies and practices. 

 To be responsible for the safety and comfort of patrons before, during and after 
performances. 

 Act as an usher inside the theatre after Box Office incoming for the duration of the 
show ensuring the safety of the audience and cast and alerting the Duty Manager to 
any emergent problems. 

 To deal effectively with any customer problems and enquiries. 

 To be fully aware of the emergency evacuation procedures of the theatre. 

 To assist the Theatre Manager and Duty Manager where necessary in the delivery of 
external hires and events. 

 
CANDIDATE PROFILE 

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

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

 Strong communication skills. 

 Strong IT skills. 

 Experience of working with Spektrix or another similar system 

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



 

 
 

Contract type:   Casual – Rota based 
Salary:  £8.25 per hour plus holiday pay (minimal 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 

 
 


