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Newcastle Theatre Royal Trust

Stage Door Keeper (10hrs)
Job Description


Department:

Stage Door
Responsible to:
Head of Visitor Services 
Department Head:
Director of Operations
Newcastle Theatre Royal Trust is an independent charity that runs Newcastle Theatre Royal.  The 2015, 2016, 2017 and 2018 winner of the Most Welcoming Theatre, North East award, we are committed to giving the highest quality of welcome and of service to everyone, on-stage and off.
Purpose of the Post:
To ensure visitors and staff at the Theatre Royal Stage Door are met with the highest possible levels of care, attention and courtesy, and to provide effective Stage Door security and services.

Principle responsibilities 
· To act as the first point of contact for visitors and visiting companies to the Theatre Royal via the Stage Door, providing a welcoming and helpful environment and ensuring that only authorised persons enter the theatre through the Stage Door

· To handle telephone calls and messages received at the Stage Door in a pleasant and helpful manner

· General admin duties e.g. post logging and administration

· To assist with locking and unlocking the Theatre Royal building as required.

· To keep a log of all lanyards, keys and fobs issued to staff, visitors and visiting company members

· To be responsible for deliveries and collections; inform the relevant department and maintain records at the Stage Door
· To operate and monitor the computerised Access control system
· Monitoring of fire alarm systems including the alarm panel, issuing Fire Alarm pagers and two way radio systems.

· To record and take action as necessary on alarms and alerts at Stage Door to include Door Alarms, Intruder Alarms and Accessible toilet alarms.
· Undertaking specific duties in the event of emergencies including First Aid, Evacuation or Lockdown.
· Monitoring of lost property items and coordinating collections.
· Use of the Theatre’s public address system to deliver important messages and information as directed.

· Liaise with the Taxi company to arrange staff taxis where authorized 
· Assisting the Maintenance team to contact emergency contractors as directed
· Working to individual and team targets
· Undertaking such other relevant duties as may be requested from time to time by the Head of Visitor Services.
Person Specification

The post holder should:

· Be personable and presentable

· Be committed to Customer Care and have the ability to work with diverse customers 
· Have a friendly and helpful manner in person and on the phone

· Possess tact, discretion, honesty and diplomacy

· Have basic IT skills and be computer literate

· Be able to communicate with people at all levels

Duties as a member of the Theatre Royal team
· Ensuring that the working environment and practices conform to the Trust’s Health and Safety and GDPR Policies, appropriate Child Protection legislation and Health and Safety Legislation

· To take all reasonable care and responsibility for the Health and Safety of themselves and other persons who may be affected by their acts or omissions and to co-operate with the Trust in achieving and maintaining Health and Safety requirements. 

· Be fully committed to the Trust’s Equality Policy; The Theatre Royal values and promotes equality, supports and encourages diversity and has a zero tolerance policy on discrimination of any kind.
· To adopt an environmentally aware attitude and adhere to the Trust’s ‘Green Initiative’, taking personal responsibility to reduce waste, conserve energy and promote recycling in all duties.

· To understand the Trust’s staff handbook and respect the ethos by which we work as an Investor in People and Equal Opportunities employer, always striving to be the best in our industry as a welcoming theatre.   

· You will be engaged by Newcastle Theatre Royal Trust Ltd and your places of work will include Newcastle Theatre Royal.    
Hours of Work
10hrs per week (5 hour shifts) Sunday, Bank Holiday and night shift work is required for Stage Door Keeper duties. 

Salary
£4,940 per annum 
Notice Period
4 weeks 
Training
The post-holder will be offered induction training as well as ongoing training and professional development based on the needs of the individual and requirements of the post.  An annual Staff Review will be undertaken with the Line Manager on an annual basis with 6 monthly reviews for all regularly employed staff. 
Holiday 

Twenty days annual leave (rising to twenty two days after 3 completed years of service and twenty five after five complete years of service) plus public holidays and bank holidays (pro-rata)
Uniform 
Uniforms are provided to Stage Door staff to reflect the image of the theatre which has a significant impact on the way we are viewed by the public and visiting companies. 
For security reasons it is essential that uniforms are returned when staff leave. A £15 uniform deposit will be deducted from staff’s pay on commencement of employment or when a new uniform is issued. The deposit will be reimbursed when staff leave the Company’s employment and return their uniform to their Line Manager prior to receiving their final pay.  
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