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APPLICATION FOR EMPLOYMENT

Thank you for the interest you have shown in the vacancies within Darlington Borough Council. 

Completed forms can be e-mailed to recruitment@xentrall.org.uk or posted to Xentrall Recruitment Services, PO Box 891, Stockton on Tees, TS19 1JT, marking the envelope in the top left hand corner with the post reference number.  
In accordance with our recruitment procedures, your application will only be considered if it is received on or before the closing date, as shown in the advertisement.

In the interests of economy, applications received via the post are not automatically acknowledged. If you require confirmation that your application has been received please enclose a stamped addressed envelope or telephone 01642 526992.
If you have not been contacted within 4 weeks of the closing date for receipt of applications, please assume that on this occasion your application has not been successful.  
Front of House Assistant
Vacancy ID: 008491
Salary: £8.1932 - £8.5477 per hour
Closing Date: 25/02/2018
Benefits & Grade

Grade G
You will receive a holiday plussage on all hours worked which will be paid at the same time as the normal pay for the work. The holiday plussage is based on the 31 days DBC contractual entitlement and this equates to 13.54%.
Contract Details

5 posts, Casual
Contract Hours

To work as and when required
Job Description

This is an exciting opportunity to become part of the Front of House Team assisting in the operation of the newly refurbished Darlington Hippodrome. We are seeking enthusiastic people to join our team, delivering quality services to our customers.

Our Front of House Assistants help us create a warm and welcoming atmosphere for our customers. This is a role which blends sales with high customer service. 

We are seeking candidates who have previous experience of working in a public/customer focused environment and be committed to delivering high standards of customer care whilst relishing in the challenge of up selling products and offering services that the customers will enjoy.  

Hours of duty will be on a rota basis covering from 8am until 12am seven days a week. We are looking for candidates that are able to work flexibly over a variety of shifts. You will be working across the catering areas in the theatre and also working front of house for performances.

As you will be working in a licensed environment, you should be aged 18 years or over.
For detailed information on this role, please refer to the Job Description and Person Specification. 
For a further informal discussion, please contact Peter Robson, Commercial Manager, on 01325 405648.
An online application form and further information are available from www.darlington.gov.uk/job-vacancies. Alternatively, you can contact Xentrall Recruitment Services, Tel: (01642) 526992 or email: recruitment@xentrall.org.uk
DARLINGTON BOROUGH COUNCIL

NEIGHBOURHOOD SERVICES & RESOURCES
JOB DESCRIPTION

	POST TITLE :     


	Front of House Assistant

  

	GRADE :


JOB EVALUATION NO.


	Grade G

E3409  

	REPORTING RELATIONSHIP


	House Manager  

	JOB PURPOSE :


	To assist the Management in the operation of Darlington Theatres. To provide the best possible levels of customer care for audiences and other visitors, ensuring their comfort and safety is assured.
  

	POST NO.


	D10484

	PDR COMPETENCY FRAMEWORK
	Level 1, Expected Competencies for all employees




MAIN DUTIES/RESPONSIBILITIES

1. To assist in the preparation and delivery of an efficient catering service including;

· To take orders from the customers in a polite manner, and provide clear details of requirements to other members of staff.

· Preparation and service of beverages and food to the customers.

· Money Handling, using the EPOS till system.

2. To clean and restock equipment.

3. To maximise Front of House sales through effective sales techniques by selling programmes, merchandise and undertake sales of other items relevant to the performance. 

4. Understand the products available and upsell where appropriate.

5. To welcome patrons, checking tickets, offering directions and assistance, dealing with problems and minor disturbances, and throughout ensuring the comfort and safety of all customers.

6. To work and communicate efficiently and effectively within and between workgroups.

7. To remain in the venue whilst the performance is in progress.

8. To advise the House Manager of any incidents or problems which may arise

9. To be available to assist with any customer enquires before a performance, at intervals and at the end of a performance

10. To be aware of emergency procedures, and to assist in the control of evacuation in the event of an emergency.

11. To ensure the public areas, bars, auditorium and toilets are ordered and tidy, and leaflet racks and displays topped up.

12. To be flexible to work across the Theatre site as required, including staffing of stage door

13. To provide general assistance and guidance to all customers.

14. To ensure that a high standard of customer service is delivered at all times

15. To support volunteers who may be engaged in activities within the venues

16. Ensure that you work in line with all the Council’s policies and procedures and ensure that you are aware of your obligations under these

17. Behave according to the Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code

18. Carry out your role in line with the Council’s Equality agenda

19. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others

20. Any other duties of a similar nature related to this post that may be required from time-to-time.

This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.

Date : May 2017Error! Reference source not found.
Error! Reference source not found.
DARLINGTON BOROUGH COUNCIL

NEIGHBOURHOOD SERVICES & RESOURCES
PERSON SPECIFICATION
FRONT OF HOUSE ASSISTANT
POST NO. D10484
All appointments are subject to satisfactory references.

	Criteria No.
	Attribute
	Essential

(E)
	Desirable

(D)

	
	Qualifications & Education
	
	

	1
	First Aid qualification 


	
	D

	2
	Customer Care qualification


	
	D

	3
	Basic food hygiene certificate


	
	D

	
	Experience & Knowledge
	
	

	4
	Experience of working in a public/customer focused environment


	E
	

	      5
	Knowledge and understanding of health and safety


	E
	

	6
	Experience of operating electronic point of sale and of cash handling 


	E
	

	7
	Sales experience and knowledge of sales techniques.


	E
	

	8
	Previous experience in a cultural/arts/leisure related environment


	
	D

	9


	Previous catering experience
	
	D

	10
	Experience of operating within quality systems


	
	D



	
	Skills
	
	

	11
	Demonstrable level of literacy and numeracy in order to be able to carry out the requirements of the post. 


	E
	

	12
	Ability to demonstrate customer care skills


	E
	

	13
	Ability to work successfully as part of a team


	E
	

	
	Personal Attributes
	
	

	14
	Commitment to delivering high standards of customer care


	E
	

	15
	Ability to remain calm under pressure 


	E
	

	16
	An interest in the arts, learning and leisure industry and an enthusiasm for working in a socially engaged and culturally diverse environment.


	E
	

	
	Special Requirements
	
	

	17
	A flexible approach to working time arrangements to be available to work at short notice including evenings, weekends and bank holidays.


	E
	

	18
	Ability to wear the uniform provided as required and provide a clean, presentable and professional image at all times


	E
	


