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JOB OUTLINE

	Job Title:
	Theatre & Venues Operations Supervisor

	Grade:
	LG6

	Business Unit:
	Operations

	Service Area:
	Theatre & Venues
	Locations:
	ANGUSalive sites and community locations as applicable

	Responsible to:
	Theatre & Venues Operations Lead

	Responsible for:
	· Caretaker
· Supply Staff
· Volunteers 

	

	Job Purpose

	
As Theatre & Venues Operations Supervisor, you will play a key role in ensuring safe, professional and welcoming Theatre & Venue Operations. You will oversee customer facing activities, ensuring the highest standards of operational performance whilst delivering outstanding customer care and facility presentation.  


	

	Main duties of the job

	· As Duty Manager during events and performances, take lead responsibility for the building and your team.
· Deliver and monitor daily operations including presentation of venues, set-up and breakdown for performances, hires and events.
· Ensure all safety checks and procedures are followed before, during and after events.
· Liaise with performers, hirers and technical teams to ensure operational excellence.
· Prepare rotas and schedule your team to meet the business needs, arranging cover for leave and other absences
· Allocate & supervise the completion of tasks for your team
· Contribute to the recruitment, induction, development and training of your team including volunteers
· Maintain a culture of positive employee relationships through regular communication to keep your team informed and achieve timely resolution of issues 
· Support the Theatre & Venues Operations Lead in ensuring employee mandatory training, qualifications and certifications are up to date, including your own
· Ensure your team deliver the highest quality customer service in line with ANGUSalive’s brand standards
· Contribute to the development and delivery of customer service standards and improvements
· Respond to customer enquiries and complaints across all channels in accordance with our policies and procedures
· Build and maintain strong relationships with ANGUSalive colleagues, ensuring a “one-team” ethos contributes to joined-up and high quality customer experiences
· Actively promote ANGUSalive’s retail, activity and community spaces
· Support the implementation of the planned, unplanned maintenance and improvement programmes
· Resolve any facility issues (property, IT, incidents, etc.), liaising with third-party contracts and shared services at site level and escalating for support if necessary
· Keep an accurate record of stock items, including goods for resale and cleaning products
· Collect and review operational performance data
· Use financial and procurement processes in accordance with ANGUSalive regulations
· Ensure payments for tickets, goods and activities are recorded, processed and banked in accordance with ANGUSalive financial processes
· Contribute to the achievement of targets for site level income and expenditure against agreed budgets 
· Ensure ANGUSalive’s Theatre & Venues act in accordance with all health and safety, security and accessibility policies
· As senior team member on shift, be the responsible for leading in emergency situations
· Contribute to risk and incident management and actions at ANGUSalive’s Theatre & Venues to ensure the safety of employees and visitors 
· Ensure compliance with statutory and organisational safety procedures, particularly during public performances and events.
· Maintain an up to date knowledge of health and safety legislation ensuring all ANGUSalive’s Theatre & Venues meet their statutory obligations
· Complete and submit incident forms and identify and implement any actions required
· Schedule routine inspections on fire alarms, emergency lights, fire and security alarm panels, arrange fire drills to meet statutory obligations, and maintain all records appropriately to ensure legal compliance
· Ensure the safety of the building at night; be responsible for keys and the setting of alarms

	
4	The behaviours required in the job

	The key behaviours you need to do well in this role are:

	Customer service excellence

	· Ensure the teams interactions with others are professional, respectful, promoting a culture of open communication
· Identify opportunities to contribute towards local, regional and national outcomes


	Continuous improvement
· Contribute to a culture of continuous improvement, reviewing how things are done and implementing improvements
· Support your team to embrace change in order to deliver excellence


	Engaged workforce
· Take personal responsibility for delivering your best work, be considerate of colleagues and encourage collaborative working across teams
· Support enhanced capacity and capability within your team
· Develop a high performing, enthusiastic and motivated team
· Be resilient encouraging perseverance in overcoming obstacles
· Act as an ambassador for the organisation, living the values and acting in ANGUSalive’s interest


	Innovative services
· Support the introduction of new processes, systems and digital tools to improve business practices and the customer journey
· Support opportunities to identify new and imaginative ways of working and delivering services


	Leadership
· Make clear and effective decisions engaging, motivating and inspiring others
· Focus resources and priorities on the delivery of ANGUSalive’s vision, mission and strategic aims
· Create an environment in which your team can do their best work, setting, and managing standards of performance
· Work effectively with a wide range of partner and stakeholder
· Proactively deal with, and manage, conflict and conflicting needs effectively




This list is not exhaustive and the jobholder will be required to undertake other duties, work with other colleagues or partners and use other behaviours as required.
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