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Operations Assistant
Role Title: Operations Assistant
Service: Theatre
Location: Camberley Theatre, Knoll Road, Camberley, Surrey, GU15 3SY
Reporting To: Deputy Venue Manager

Role Purpose
· Regularly act as Duty Manager, ensuring the efficient and safe delivery of all theatre Front of House operations including box office, general stewarding and bar service.
· Complete room set ups for events and hires as required.
· Take deliveries and ensure stock rooms are organised and well maintained.
· Provide cover as required for light box office duties and front of house, including stewarding and bar work.

Main Duties and Accountabilities
Knowledge and Expertise
· A polite manner, and a calm and professional attitude.
· Able to sustain a proactive worth ethic throughout long and late shifts.
· Interest in the arts/events.
· Use of Spektrix box office system and Artifax room booking system.
· Supervisory Experience.

Relations with People (Internal and External)
· A team-player with great customer skills who can communicate effectively with people at different levels.
· Ability to communicate politely and diplomatically.
· Ability to remain approachable, and to deal sensitively and assertively in challenging situations.
· Ability and confidence to occasionally take the lead when required.
· Ability to create and maintain effective relationships.

Creativity and Innovation
· Ensure tasks are quality driven and responsive to customer needs and expectations.
· The ability to maintain standards and operational requirements.
· Seek ways to improve efficiencies at an operational level.

Financial Accountability
· Work with strict adherence to the Council’s financial regulations and policies.
· To account for income received following agreed procedures for cash handling, recording and storing takings correctly as Duty Manager.
· Support Deputy Venue Manager with Daily Banking and Petty Cash reconciliations where necessary.

Impact upon the Organisation & the Community
· Ability to make a positive impact through a professional and enthusiastic approach.
· Ability to engender trust and confidence.

Management & Supervisory Responsibilities
· Assist the Theatre Management with the theatre’s bar services, including stock control, supervision of bar staff, and ensuring overall efficiency and cleanliness of bar operation.
· To contribute to the maintenance of health and safety standards and welfare for the premises to meet statutory requirements.
· Act as Duty Manager having the confidence to take charge of a situation and deal with any issues which may arise.

Initiative & Independent Action
· Ability to use initiative when problem solving.
· Ability to find efficiencies in day-to-day processes.
· Ability to prioritise and manage own work load.

General
· To carry out any other duties, commensurate with the grade of this post, as and when required.

Customers and Contacts
Important Internal Relationships
· Deputy Venue Manager
· Venue and Events Manager
· Box Office team
· Venue Technicians
· Front of House Casual Staff


Important External Relationships
· Camberley Theatre customers
· External hirers (community and commercial)
· Touring companies

Operations Assistant - Person Specification

Qualifications and Training
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	GSCE Level or equivalent training
	Essential
	Application



Knowledge and Expertise
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	A polite manner, and a calm and professional attitude.
	Essential
	Interview

	Interest in the arts/events.
	Desirable
	Application / Interview

	Use of Spektrix Box Office system and Artifax booking system.
	Desirable
	Application / Interview

	Supervisory Experience.
	Desirable
	Application / Interview



Relations with People
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	A team-player with great customer skills who can communicate effectively with people at different levels.
	Essential
	Interview

	Ability to communicate politely and diplomatically.
	Essential
	Interview

	Ability to remain approachable, and to deal sensitively and assertively in challenging situations.
	Essential
	Interview

	Ability and confidence to occasionally take the lead when required.
	Essential
	Interview

	Ability to create and maintain effective relationships.
	Essential
	Interview



Creativity and Innovation
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Ensure tasks are quality driven and responsive to customer needs and expectations.
	Essential
	Interview

	The ability to maintain standards and operational requirements.
	Essential
	Application / Interview

	Seeks ways to improve efficiencies at an operational level.
	Desirable
	Application / Interview



Financial Accountability
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Knowledge of Council’s financial regulations and policies
	Desirable
	Application / Interview

	Experience handling and reconciling cash
	Desirable
	Application / Interview



Impact upon the Organisation and the Community
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Ability to make a positive impact through a professional and enthusiastic approach 
	Essential
	Application / Interview

	Ability to engender trust and confidence
	Essential
	Interview



Management and Supervisory Responsibilities
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Experience of theatre bar services, including stock control, supervision of bar staff, and ensuring overall efficiency and cleanliness of bar operation.
	Desirable
	Application / Interview

	Ability to contribute to the maintenance of health and safety standards and welfare for the premises to meet statutory requirements.
	Desirable
	Application / Interview

	Experience acting as Duty Manager, having the confidence to take charge of a situation and deal with issues as they arise.
	Desirable
	Application / Interview





Initiative and Independent Action
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Ability to use initiative when problem solving.
	Essential
	Interview

	Ability to find efficiencies in day-to-day processes.
	Desirable
	Interview

	Ability to prioritise and manage own work load.
	Desirable
	Interview



Additional Requirements
	Criteria
	Essential or Desirable
	Application,
Interview or
Assessment

	Flexibility to work varying shifts across all 7 days of the week.
	Essential
	Application / Interview



DBS Requirements
· Standard Check
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