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JOB DESCRIPTION

REGENERATION & NEIGHBOURHOODS DEPARTMENT

	JOB TITLE:
	Performance Venues Officer

	DIVISION:
	Cultural Services

	GRADE:
	Band 9

	RESPONSIBLE TO:
	Performance Venues Manager

	POST REFERENCE NO:
	


Purpose of Post

 To act as senior duty manager at Cultural Services Performance venues as required. To manage the venue and bar operation at the performance venues and to line manage permanent and casual staff.
Key Relationships

· To work with existing staff and services and local, regional and national organisations to the benefit of the citizens of Hartlepool and the wider sub-region.  

· To liaise in particular with external agencies and the wider community in delivering the Theatre and Borough Hall programmes and to market Cultural Services effectively.

Main Duties and Responsibilities

The following is typical of the level of duties which the post holder will be expected to perform. It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time. Out of hours working and weekend working will form part of this role.

· To ensure that all relevant provision for the Health and Safety of both staff and users of the Town Hall Theatre and Borough Hall is made and monitored in accordance with current legislative requirements, good practice and the council’s Health and Safety policy.

· To undertake pre Health and Safety inspections of the Town Hall Theatre and Borough Hall to ensure continued compliance with all Health and Safety requirements.

· To report on visitor figures.
· To contribute to the monitoring of the Town Hall Theatre and Borough hall budgets in relation to bar income and expenditure.
·  To reconcile cash and card payments and to report on income in line with targets.

· To line manage the duty management staff at the Town Hall Theatre and Borough Hall conducting 1:1s and appraisals as necessary.

· To act as Duty Officer at Cultural Services venues as required.

· To plan and organise work programmes for permanent and casual staff highlighting training needs and requirements to the Performance Venues Manager when required.
· To be responsible for the management and control of all professional performances, amateur and community participants and for the infrastructure of the events.

· To assist the Performance Venues Manager in developing the venues from a commercial perspective, including the bar operations, to achieve maximum income potential.
· To process orders and code invoices for payment; issue debtors invoices and maintain the floats for the front of house services.

· To manage box office and ticketing functions. Compile performance statistics and undertake control procedures at the Town Hall Theatre and Borough Hall as appropriate in line with Audit requirements.

· To contribute to the development of the service as part of the Service Development Team.

· To assist the Performance Venues Manager to market and promote the venues and programmes, with the assistance of the e-marketing officer, to maximise demand, increase usage and income generation.

· To manage the Town Hall theatre and Borough Hall’s bars, including stock management, float and equipment. To develop the bar offer in line with theatre and performance venue trends.
· To liaise with external contractors relating to the Town Hall Theatre and Borough Hall bars and refreshment services, including negotiating with suppliers regarding delivery arrangements.
· Ensure all reports are met within the agreed timescales and any reports in house are completed in line with HBC policies.

· To attend meetings with external contractors and stakeholders in place of the Performance Venues Manager when required.

· To liaise with the technical team and manage their input in the receiving and development of productions in house and off site.  

· To assist in the development of the efficient running of the performance venues and agree to offer ideas and development opportunities for the venues, staff and self.

· To undertake training and development as agreed by the Performance Venues Manager.

· Any other duties of a related nature which might reasonably be required and allocated by the Performance Venues Manager.
Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date:  July 2020.
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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