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JOB DESCRIPTION

Post Title:

Casual Front of House and Bar Assistant
Salary Grade:

£7.90 or £8.41 p/hour (dependent on age), inc. holiday
Reporting to:

Front of House Manager
Background information:
Lichfield Garrick is a producing house, a receiving house, a cultural hub at the heart of the city and district of Lichfield and has a thriving community and outreach programme.  As a modern, purpose built theatre in Lichfield, the Garrick has an enviable programme of performances including drama, musicals, comedy, jazz, film and local theatre.  This year we celebrated our second community musical, The Dreaming, directed by Tim Ford (Artistic Director) and have an amazing production of Aladdin planned for pantomime this year, following last year’s successful run of Sleeping Beauty.
Main Purpose of Post:

1. To provide a lively, friendly, caring and efficient Front of House service, including bar and hospitality, for all customers and users of the Lichfield Garrick.

2. To assist with the selling of confectionary, programmes, merchandise, alcohol and food before, during and after performances.

Main Duties:

1. To provide excellent customer care and promote a welcoming atmosphere to all Lichfield Garrick customers and users

2. To assist customers in finding their way around the Lichfield Garrick, including; locating their seat in the auditorium, helping them locate toilets, assisting with wheelchairs etc
3. To keep up to date with all information relating to the Lichfield Garrick, its performances and other activities

4. To act as Fire Marshall in the event of an incident or evacuation

5. To act as a First Responder, notifying the designated First Aider(s) in the event of a medical incident

6. The service of alcoholic drinks in the correct measure as required by legal legislation and to maintain trading standards

7. To ensure that the Front of House areas, Café, Bar cellars and store areas are kept in a safe, clean and tidy manner, complying with Environmental Health and safety legislation

8. To maintain cleaning standards of Café, beer and cellar equipment and understanding of barrel changes and stock rotation
9. To ensure Financial procedures for the receipt of cash and cash handling are followed

10. To assist when required in the service delivery of conferences and other events in addition to daily Green Room service

11. To be willing to undergo relevant training as directed by the Front of House Manager
12. To maintain a high standard of personal cleanliness and dress
13. To adhere to all Health & Safety and Lichfield Garrick procedures

14. Any other appropriate duties as required and directed by the Front of House Manager and Senior Management team.
Person Specification:
	Essential Criteria
	Desirable Criteria
	Means of Selection

	Experience:
Experience of working in a similar environment with members of the general public
Experience of working in a busy bar environment
Experience in customer care

	Experience in Merchandising and upselling


	Application Form / Interview
Application Form / Interview
Application Form / Interview
Application Form / Interview

	Qualifications: 

General education qualifications


	First Aid at Work Qualification

Evac Chair

Knowledge of Fire Evacuations and regulations

Basic Cellar Management

	Application form
Application form
Application form / Interview

Application form / Interview

	Skills and Abilities

Excellent communication and people skills
Ability to work well under pressure, and remain calm in a busy environment
Ability to pay close attention to detail
Ability to work as part of the Lichfield Garrick team


	Cash handling and reconciliation skills.

Knowledge of banking procedures
	Application form / 

Interview

Application form / 

Interview

Application form / 

Interview

Interview

	Special Attributes

Able to work flexible hours to fit with the opening hours of the Theatre, which will include evenings, weekends and Bank Holidays

Willing to develop knowledge and experience
Smart appearance and outgoing personality


	
	Interview
Interview

Interview


Prospective candidates must be able to adapt to revised hours at short notice

The Lichfield Garrick reserves the right to vary the content of the job description, after consultation, to reflect the changes to the job without changing the general character of the post or level of responsibility
It is the responsibility of every member of staff to assist in presenting the Lichfield Garrick Theatre and Studio to the public as a positive, efficient and welcoming organisation

