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Position Description —— THEATRE ——

Front of House Operations Manager

Reports to: General Manager Location: Clarence St Theatre Hamilton

Position summary

The Front of House Operations Manager is responsible for leading the delivery of exceptional front of house operations and visitor
experiences across all events at Clarence Street Theatre. Working closely with the General Manager and venue management team,
this role provides leadership to casual, contract, and volunteer staff, fostering a positive, professional, and customer-focused team
culture.

The role oversees all front of house, bar, kitchen, and food and beverage operations, ensuring the safe, efficient, and high-quality
delivery of services for every event. Responsible for the successful execution of events from a front of house perspective, the Front
of House Operations Manager ensures staffing, customer service, hospitality, venue presentation, and operational requirements are
delivered to the highest standard. Through strong leadership and operational excellence, the role creates a welcoming environment
where every patron enjoys an outstanding theatre experience.

Health and safety is a core responsibility of this position. The Front of House Operations Manager leads by example in promoting a
strong safety culture, ensuring compliance with all health and safety requirements, and supporting staff and volunteers to provide a

safe environment for patrons, performers, contractors, and colleagues.
Due to the nature of the role the hours will vary and weekend and evening work will be required.
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Key responsibilities of this role
Front of house e Managing the front of house staff; including rostering, recruitment, and training. These staff may be

operations contract, casual or volunteers
e Leading, inspiring, supporting and growing our valued volunteers. Clarence Street Theatre relies on
a thriving group of volunteers.
e Ensuring staff provide the highest possible level of customer service, communicate clearly and are
presentable at all times
e Ensuring the venue is always clean and presentable to the expected standard for events
e ensuring signage is appropriate and updated as required

Food and e Managing the F&B staff; including rostering, recruitment, and training.
beverage e Managing kitchen hire and licencing
operations e F&B stock ordering and management

e Maintaining and improving systems, processes, records and licencing and compliance requirements
for operational excellence
e Ensure all areas are at a high level of presentation, cleanliness and meet all food safety standards



Front of house
event
management

Ticketing

Health and
safety

General

e Key point of contact for promoters/venue hirers on event day for front of house operations
e  Primary person responsible for all operations front of house during events

e Ensure public safety is always maintained throughout events

e Accurate completion of all event documentation prior and post event

e  Perform role of duty manager for events when required

e Laise with ticketing staff and promoters, and ensure all ticketing requirements are met
e Manage all ticketing enquiries from promoters or visitors
e Maintain all ticketing information up to date

e Responsible for ensuring that our front of house staff are appropriately trained in emergency
evacuation, first aid, and host responsibility; and any other relevant training required to ensure the
health and safety of our patrons. Responsible for ensuring appropriate health and safety briefings
are given at the start of each event, and site inductions are provided to visitors or contractors to the
theatre.

e Observe all occupational health and safety policies, procedures and rules stated by Clarence Street
Theatre which are related to the role, and in all operational areas of the theatre

e Promptly and accurately report and record any workplace injuries and incidents, or observations of
hazards or near misses

e |tis expected that all staff at Clarence Street Theatre will be proactive in keeping fully up to date
on all health and safety requirements, and contributing to continually improving our health and
safety culture, systems and processes

e Developing and maintaining relationships with stakeholders including ticketing providers, event
promoters, venue hirers, production personnel, service delivery partners, suppliers and all venue
staff

e Abide by all relevant legislation, licencing requirements, NZ Standard codes of practice and Theatre
policies at all times

Knowledge, skills, abilities and qualifications

What are we
looking for?

The ideal candidate will have a combination of relevant experience and skills, great interpersonal skills
and a solutions focused mindset. Key requirements include:

e Previous experience in the event industry or at a live music or multi-purpose venue

e Proven leadership skills and the ability to inspire the team

e Excellent stakeholder relationship and customer service skills and experience, the ability to interact
will a diverse range of stakeholders

e Ability to make effective decisions and effectively problem solve under pressure while remaining
calm and collected

e Excellent verbal and written communication skills

e Resilient and confident in building relationships and team environments

e Understanding of event marketing and ticketing services

e Positive, proactive approach — keen to learn and able to take responsibility for prioritizing own
workload

e Computing skills including use of word, excel, email, and ability to pick up new programmes

e Physically able to navigate the stairs in the venue and work standing for the duration of an event
and complete manual handling of stock

e Alignment to our values

o  Flexibility to work nights, weekends and public holidays as required

e Managers certificate and first aid certificate

This position description is a broad outline of the key activities and responsibilities of this position. Responsibilities may
vary from time to time, at the request of the General Manager to accommodate the operational needs of the theatre.



