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About the Almeida Theatre
The Almeida is a London theatre company with a national and international reputation for producing work of the highest standard - achieving recognition through consistent critical acclaim, increasing national reach, international profile, full houses and breadth of audiences.

 

Based in Islington, the Almeida Theatre began life as a literary and scientific society – complete with library, lecture theatre and laboratory. From the beginning, our building existed to investigate the world.

 

Under the new leadership of Artistic Director Dominic Cooke and Executive Director Ros Brooke-Taylor, the Almeida’s vision is to make bold work which challenges and questions the world we live in; bringing together the most exciting artists to interrogate, provoke, inspire and entertain audiences through new writing and reinvigorated classics.

 

While the Almeida is rooted in Islington, many productions continue beyond the walls of the theatre – either through West End or Broadway transfers, national and international tours, or digital capture. In addition to the main repertoire, there is a wide-reaching participation programme, including a range of creative opportunities and training for young people, and projects working with our local Islington community.

 

The Almeida Theatre is a registered charity and is dependent on the support of Arts Council England, individuals, companies and trusts and foundations to realise our artistic ambitions.
Job Description - Duty Front of House Manager
The Duty Front of House Manager is responsible for the smooth running and public enjoyment of the show or event being produced, including the health and safety of the public and the Front of House staff.  They shall ensure that audiences and staff alike are able to enjoy and work in a safe and secure environment.  The responsibilities of the Duty Front of House Manager include fostering excellent customer and staff relations, ancillary sales, show/event/hire management and building management including evacuation management.  
Reports to: Front of House Manager.

Responsible for: Front of House Assistants (when on duty)
Duty responsibilities include
  
Health and Safety:
· Responsible for health and safety of patrons, public attending the event and Front of House (FOH) staff
· Ensure fire drills are carried out with FOH staff and that staff are fully aware of evacuation procedures
· Continuously adhere to the health and safety practices and policies of the company
· Carry out FOH due diligence checks before the start of every incoming (chains, emergency lights etc) and rectify any problems before the house is opened
· Report any building faults to the Front of House Manager and technicians as soon as possible

Staffing:
· Attending and supporting the FOH briefings and training sessions
· Change/update staff rotas as necessary.

· Ensure FOH staff maintain and deliver a high standard of appearance and customer service.
· Ensure all staff, including Security are doing their job correctly and support and manage them.

· Uphold the company ethos
· Report and feedback to the Front of House Manager anything you deem to be relevant
Production:
· Always be visible, professional, helpful, and smart

· Hold FOH briefings before every shift

· Hold fire drills and support staff training before every shift
· Liaise with all other FOH departments to provide assistance and support where necessary
· Ensure cleanliness of FOH areas
· Be aware of access requirements of the audience and accommodate them

· Excellent communication with Box Office throughout the incoming

· Communicate with Stage Management of any potential delay or problem
· Liaise with the Development Department to support their work if they have clients in or events on
· Write FOH show report following each performance.

· Complete wages sheet following each performance.

· Do anything else that may be needed to maintain excellent house management.

Merchandise and Sales:
· Support all sales by ensuring sales procedures and floats and takings are correct

· Manage all ancillary sales and reconcile at the end of every shift, ensuring accurate cashing up of merchandise and complete and sign Kiosk takings

· Ensure stock levels are maintained. Advise Front of House Manager when new stock orders are required or there is a concern
· To support Front of House sales targets to ensure maximum profitability 
Any other duties as required by the Theatre Management.
Everyone who works at the Almeida has a responsibility for delivering greater diversity within their role and upholding a commitment to equality and access in their work.

Person Specification
Essential:

· Proven experience of working in an arts venue as part of the Front of House team at supervisory or Duty Manager level 

· Proven ability to provide a high level of customer service

· To be confident in building evacuation and have a good knowledge of health and safety

· Confident approach to sales and stock management

· Strong interpersonal skills

· Sound judgement and trust in your initiative

· Self-discipline and motivation
· Enjoys working with the public 

· Ability to make quick decisions under pressure and time constraints 

· Works well as a team leader 

· Be able to work evenings and weekends

· Interest in theatre

· Good spoken and written English

· Constant vigilance 
Desirable:

· First aid trained

· Hospitality experience
· Fire Marshall training

Summary of conditions of employment:
· This post is a fixed-term, part-time position until 4th July 2026. Successful candidates will be expected to have generally good availability for the duration of the contract
· Hourly rate of pay: £17.15. Minimum 4-hour call

· Double-time: applicable on Sundays, Bank Holidays or after midnight Monday to Saturday

· Hours: An average of 2 shifts per week. Predominantly evenings and weekends.
· Holiday: Accrued at a percentage rate of 14.54% per hour
· Probationary period: one month
· Notice period: four weeks

· Location: This position will be based at the Almeida Theatre, Almeida Street, London, N1 1TA 

Application deadline 10am Thursday 26th March 
First round Interviews w/c 30th March
Start date w/c 13th April
