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BELGRADE THEATRE - JOB DESCRIPTION

Post:


Usher /Steward (Casual)
Employer:

Belgrade Theatre

Department:

Operations
Line Manager:
Commercial Director
Grade:


Assistant
Reports To:

Operations Manager, Duty Managers
Reports From:
N/A
Responsible for:
N/A
THE BELGRADE THEATRE’S VISION

Now established as one of England’s major producing houses, our mission is to grow the reach, excellence and engagement of all the work we produce and present. 

We will provide a comprehensive performing arts service of the highest possible quality for Coventry and the surrounding regions and act as an ambassador for Coventry and the West Midlands when touring.

The Belgrade staff strive to be flexible, efficient and effective team workers.

The Belgrade Theatre Trust is a registered charity (number 219163). This means that all the money given, raised or earned is not distributed as profit but kept and reinvested in the work that we do.
The Belgrade Theatre is situated in Coventry city centre and offers a mixed programme of large scale touring productions as well as productions created in-house. Alongside this programme it also presents stand up comedy, live music and a wide range of youth and community events. 
After completion of the £14 million refurbishment and expansion project, the Belgrade opened its doors in September 2007 with a new vibrant artistic policy that is designed to serve many and different audiences in the city and the region.  The Belgrade now consists of two auditoria, Main Stage and B2, a full programme of community & education work, a successful commercial set building operation (BPS), busy Events & Conferencing, a commercial drama workshop programme and catering operations.  The Belgrade produces its own shows and invites a wide variety of shows in from visiting companies and the result is two exciting and eclectic seasons during the year (end August to early July).   The Theatre considers its optimum operating model is to produce at least seven professional shows in a year, plus at least three professionally supported Community productions and a number of sharings, but this level of activity is reliant on public funding, which is under pressure and the challenge remains of increasing income from all sources in order to maintain this level of activity.  The Theatre is constantly working in partnership with various agencies (theatre companies, local colleges, schools and the Universities, local charities, housing associations etc).  Catering services have been brought back in house since April 2016, having been delivered by contractors through a licence since September 2007.  All staff are expected to support all the Theatre’s activities and to be knowledgeable and supportive about the Theatre and its programme of work.
The Belgrade has been operating as a local hub in a number of ways for a long period of time, particularly in relation to its breadth of programming, reaching out to a wide range of audiences, and in relation to its historically strong work with young people and communities.  The last two years have seen a continued push to build partnerships across the city and across sectors.

The Belgrade won the UK Theatre Award for Promotion of Diversity 2016 and has developed a strong plan to contribute to Arts Council England’s Creative Case for Diversity and Talent Development strands.  
Belgrade staff played key roles in securing the UK City of Culture 2021 for the City and Region and we look forward to playing a central part in the delivery during what will be a particularly exciting and busy year.

Belgrade Brand

The Belgrade has a mission to be the people who know and care. The Belgrade’s character is passionate (energetic), artistic (creative, inspiring, talented) and warm (honest, open and down to earth). The Belgrade staff strive to be flexible, efficient and effective team workers.

Participation and Talent Development Programmes

The Belgrade is the birthplace of the now world-wide Theatre in Education (TiE) movement.   Our participation programme has regularly been graded as “Strong” by Arts Council England and is nationally recognised as a leader in the field. The Belgrade has a particular commitment to working with people from disadvantaged communities, under-represented communities and/or young people at risk of exclusion from school.  We aim to provide open access for the people of Coventry to participatory theatre and community arts activities, enabling the development of confidence, the transference of skills and the creation of high quality work by and for local people, in order to make a significant contribution to the individual and collective sense of well-being of local people.  The programmes include developing both short and long-term projects, and shaping and directing performances from sharings to medium-scale professionally supported Community productions and the emphasis is on long-term engagement.  Much of this work is delivered free of charge to participants.   This programme has recently evolved a commercial strand designed to increase reach and to earn income that enables deeper delivery of the free programmes.

Aim of post: 
The Belgrade Theatre is a busy organisation producing and presenting plays in two auditoria, a full programme of Community & Education work and a burgeoning Events & Conferencing stream of work, fully operation Monday to Saturday until late with occasional Sunday openings. 

With a passion for theatre and its role within the community, the team member will support the Front of House Department’s aims, objectives and responsibilities in this varied and dynamic environment; providing a high standard of customer care and a wide range of services essential to the efficient day-to-day operations of the Belgrade Theatre, its staff, visitors and customers.   Much of this work is centred around theatre performances but there are also day time Events that Ushers/Stewards will support. 

Responsibilities:
· To be a member of the Theatre’s team of Ushers to implement and support the Theatre’s customer service aims, maintaining a welcoming and professional presence, a high level of customer care and carrying out performance duties as specified by the Operations Manager or Duty Manager
· Some specific duties include, for example, welcoming and showing patrons to their seats, supporting patrons’ needs during performances, supervising audiences ensuring their comfort and safety at all times; assist any patrons with specific Access requirements; selling Theatre programmes, confectionary, ices and other merchandise from sales points, and exit leafleting as required, carrying out ‘pick-ups’ of litter at the end of each performance, helping to keep foyer areas and other public facilities clean and tidy
· To ensure that patrons understand and respect the policies of the Belgrade, which are there to ensure the comfort of the majority of our visitors, and to intervene, as required, when people act in breach of these policies

· To be knowledgeable and enthusiastic about the Theatre and its productions

· It is important that members of the front of house team are available to work regularly, and work flexible hours (during the pantomime season in particular) to ensure that the aims of the department are met.

· Act as an Events & Conferencing Steward supporting these activities under the supervision of the Duty Managers, Development Officer and Commercial Director. These will take place at various times of the day and members of the team should be available to work at flexible times. As well as ‘Ushering’ these events, duties may also include assisting in set ups and supporting other departments who are involved with the event (eg Catering). 

Financial Responsibilities

· Demonstrate accuracy in all cash handling and record keeping; closely adhering to cash handling procedures.
· Accurate cashing up of all monies quickly and efficiently
General Responsibilities
· To be the welcoming face to our external and internal customers, and Visiting Companies and artists, providing excellent levels of customer service, working as part of a team to achieve the highest standards of customer service satisfaction.
· To adhere to Health & Safety and Fire Safety legislation and be part of the team to lead on emergency evacuations

· To ensure that all front of house areas are kept clean and tidy and presentable at all times.

· Actively selling Front of House sales lines, including: ice creams, sweets, programmes and merchandise

· To undertake any other duties which are consistent with the function of the job including attending staff meetings and training courses.  Such tasks will not be of an unreasonable nature and shall be commensurate with the level of the post.
· To develop an understanding of the Belgrade Theatre brand 
· To work at all times within the Theatre’s Equal Opportunities Policy, and especially to create and maintain equality of access for local people to appropriate activities for self-expression within an atmosphere of mutual trust and respect.
· To work within the Theatre’s policies, in particular within its Health and Safety policies, and ensure adherence to these policies by freelance workers. 
· To act as ambassador for the Theatre in general 
Person Specification

Essential

· Enthusiasm for Theatre and the part it plays in its community 

· Desire to help Patrons from all kinds of backgrounds and with different needs

· Smart appearance, polite, friendly and efficient manner

· To be an effective champion of the value of live Theatre and be interested in the work that the Theatre is producing and presenting

· Willingness to embrace the Belgrade Brand Values to be the people who know and care.  The Belgrade’s character is passionate (energetic), artistic (creative, inspiring, talented) and warm (honest, open and down to earth) 

· Flexibility and willingness to embrace change

· Excellent team worker, supporting the work of colleagues as well as inviting support and input in return.  
Desirable

· Experience working in a similar customer facing role

· Cash handling experience 
Terms and Conditions
· This is a Casual post.  There are no guaranteed minimum hours.  The Theatre is not obliged to offer you work and you are not obliged to accept it.  

· The Theatre is busiest September to April with less frequent work available May to July.  The Theatre tends not to have performances on in August.

· However the expectation is that in a working week of performances you generally work three out of eight shifts in a week, Monday to Saturday, mainly evenings.  Some Sunday and Bank holiday working may be requested, particularly over the Panto period and overtime pay rates will apply.  Day time shifts are also available to cover day time matinees and to steward Events or Conferences.  The UK Theatre/BECTU Agreement allows for Calls to Work to be altered with 48 hours’ notice. 

· Shifts are subject to a minimum call of 3.5 hours, payable monthly in arrears.  The hourly rate after completion of training is £8.75 per hour (this will rise in April 2018). Your hours will be agreed in advance with your line manager.

· Up to five training shifts during the probation period are to be completed, training rate £8.25/ hour and during this period the notice period is one week.  After completion of training the notice period will rise to one month.    Notice may not normally be given between 1 October and 15 December to avoid recruitment difficulties over the department’s busiest time.
· You are required to wear uniform and will be responsible for looking after all uniform issued and to wear it in the manner agreed by your line manager and the Belgrade Theatre uniform policy.

· Since April 2014 the Belgrade has run pension auto-enrolment and from April 2018 will be making 2% employer contributions which will rise as per Government legislation.   The Theatre’s appointed pension provider is NEST.  Further details are available. 

· Holiday – 28 days per annum including Bank Holidays, rising by one day every complete year worked, to a maximum annual holiday entitlement of 35 days (including Bank Holidays).  Pro Rata for part time working (3 days/week = 60% full time). Operations staff may not take holiday over the Christmas Period.   Taking leave/days off must be co-ordinated with the other departmental staff to ensure the Theatre has appropriate cover.  For casual staff holiday pay is calculated according to the number of shifts that have been worked.  Part of the holiday pay is given during the Summer break.    The holiday year runs from 1st April until 31st March

· The Belgrade operates a House Agreement based on the UK Theatre (formerly TMA)/BECTU (Broadcasting, Entertainment, Cinematograph and Theatre Union) Agreement and its Staff Hand Book outlines the terms on sick pay, maternity leave and pay, paternity leave and pay, grievance and discipline and other relevant staff matters.

· Taxis home are provided for late night working after 11pm

· Staff are entitled to tickets for shows at the Belgrade Theatre, subject to particular conditions and a discount at the Theatre’s Café Bar, and Bars
· On appointment the successful candidate must be able to provide the correct documents as proof of their right to work in the UK.

· Willingness to embrace the Belgrade Brand Values to be the people who know and care.  The Belgrade’s character is passionate (energetic), artistic (creative, inspiring, talented) and warm (honest, open and down to earth) 
February 2018
We operate a rolling programme of recruitment for our Usher/Stewart team

Application Information:  

Please complete the application form below and return it as follows by email or Post

As an attachment by email

To: mverhofstad@belgrade.co.uk 

Subject: Ushers/Stewards Casual application 

For the attention of: Mark Verhofstad 

By post 

For the attention of: Mark Verhofstad 

Ushers/Stewards Casual application

Belgrade Theatre, 

Belgrade Square, 

Coventry, 

CV1 1GS

Please note that as part of our equal opportunities policy, CVs cannot be accepted instead of, or as part of applications and all applications must be made by completing this form.  
Recruitment will take place in two stages.  First, a short-list of applicants will be drawn up and they will be invited to an interview.  If you are invited to an interview we will contact you with more information and to find out whether you need us to make any access arrangements.  
We will aim to reach a prompt decision after the interviews and aim to contact all short-listed applicants as soon as possible after a decision has been made.  All applicants for jobs at the Belgrade Theatre will be contacted in writing whether or not they have been short-listed for interview.
If you are invited to an interview, please let us know if you have any access requirements so that we can accommodate your needs in advance. 

BELGRADE THEATRE COVENTRY – BACKGROUND INFORMATION 






The Belgrade Theatre is the major arts and cultural facility in Coventry and the only building-based professional producing theatre company in the City. It aims to present a broad spectrum of excellent work, is highly respected for its ground-breaking education and community initiatives and produces a wide range of shows.
The current Artistic Director and Chief Executive, Hamish Glen, was appointed to the Theatre in March 2003, bringing with him new energy, dynamism and a commitment to restore the Belgrade Theatre’s reputation as a high quality producing house.

The Belgrade receives revenue funding from Coventry City Council and Arts Council West Midlands as well as project funding from these and other government sources. 

Our Mission

We aim to become one of the most dynamic producing houses in the country and to offer an exciting mix of entertaining and engaging live experiences all under one roof in our newly invigorated building. 


We will provide a comprehensive performing arts service of the highest possible quality for Coventry and the surrounding regions and act as an ambassador for Coventry and the West Midlands when touring.

Our Philosophy

The Belgrade creates theatre in the belief that it can enrich its community and fundamentally change peoples’ lives for the better. It is the Belgrade’s underlying belief that it should be open to the influences that surround it and that collaborations between artists, local agencies and communities can create relevant and exciting theatre and we will work with artists of the highest possible quality, locally, nationally and internationally to achieve this. 

More information about the Belgrade Theatre can be found at www.belgrade.co.uk.

BELGRADE THEATRE, COVENTRY
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APPLICATION FORM FOR THE POST OF:  

The form should be completed as fully as possible.  Use additional sheets of paper if necessary.

Name:




Address:

Telephone (Day):


Telephone (Evening):

e-mail……………………………………………………………………………………………

Please give details of your education, with details of qualifications gained (e.g. 

O-Level/GCSE, A-Level, BTEC, NVQ, other):

Please give details of any relevant training courses or seminars you have attended:

Please give details of your employment history (paid or voluntary), starting with your most recent post, giving job titles, responsibilities, period of service, and full name of the organisation:

Please list any other skills, qualifications, or interests, which may be appropriate for the post:

ADDITIONAL INFORMATION
Please explain why you would like this post, stating what qualities you think you can bring to the job, what hours you would be available to work and give any additional information you feel supports your application.  This will enable us to see how your particular skills and experience matches up to the requirements of the job.  It is, therefore, important that you tell us as much as possible about yourself in relation to the Job Description and the items listed in the Person Specification.

Additional Information

REFERENCES

Please give the names and addresses and telephone numbers of two referees, one of whom should be your present employer, if applicable:

Name





Name

Address




Address

Telephone




Telephone

Your relationship to referee


Your relationship to referee

If you are in any way related to/have a personal relationship with either referee please declare this now:

May we request a reference before making an offer to work?

Referee 1   YES/NO



Referee 2   YES/NO

DECLARATION
I declare that, to the best of my knowledge, the information given in this application is correct and I understand that it will be treated as part of any subsequent contract of employment.

SIGNED:





DATE:

The Belgrade Theatre Staff Annual Diversity and Equal Opportunities Return
The Belgrade Theatre is committed to ensuring equal opportunities, aiming to attract and work with staff from a wide diverse pool.  The information that you give us on this form will be treated confidentially and stored on our HR Data Base as statistical information only.  This will be used to help monitor the diversity of applicants and to enable us to continue to develop policies and procedures regarding diversity and to submit required data to our funders.  The information you supply WILL NOT be made available to anyone in any form other than anonymous data.
31 March 2017 Stats:  7% identified themselves as BAME; 8% as having a disability; 11.6% as gay, 2.3% as bi-sexual, 65% heterosexual, 21% no response 

Department ………………………………   Please circle one of the following:  Full Time/Part Time/Casual/SMT

Please circle your age range   0 – 19 / 20-34 / 35-49 / 50-64 / 65 +      Gender  ……………….

(As at 31.3.2017)

The Disability Discrimination Act approaches disability as a condition that could impact on your ability to carry out normal day-to-day activities.  The DDA defines disability as a physical or mental impairment which has substantial and long term (more than 12 months) adverse effects on a person’s ability to carry out normal day –to-day activities. Such disability may be invisible to others.  Under this definition, would you say you have a disability?

☐  Yes

☐  No


If you consider yourself to be disabled, please tick the options below that best describe your disability
☐  Mental Health condition 



☐  Visual Impairment



☐  Cognitive or learning disabilities


☐  Physical disabilities



☐  Deaf / Hearing impairment



☐  Invisible disabilities



☐  Other long-term/chronic conditions


Ethnic Group

Please tick one option below. Ethnic origin questions are not about nationality, place of birth or citizenship, they are about colour, culture and ethnic groups and anyone from any country may belong to any of the groups indicated.

White







Mixed / Multiple ethnic groups
☐  English / Welsh / Scottish / Northern Irish / British

☐  White and Black Caribbean

☐  Irish







☐  White and Black African
☐  Gypsy or Irish Traveller




☐  White and Asian
☐  Any other White background, please                                            ☐  Any other Mixed / Multiple ethnic

describe: ………………………………                                               background, please describe: …………………


Asian / Asian British                                                                      Black / African / Caribbean / Black British
☐  Indian






☐  African
☐  Pakistani






☐  Caribbean
☐  Bangladeshi






☐  Any other Black / African / Caribbean
                ☐  Chinese






background, please describe: ……………………..
☐  Any other Asian background, please 
describe: ………………………………







Other ethnic group
☐  Arab

☐  Any other ethnic group, please describe

Sexual Orientation

While we acknowledge that a genuine percentage of people will prefer to tick ‘Prefer not to say’ we would appreciate your honest response to this question, because without robust data we cannot successfully monitor the diversity of our organisation.  Please tick one option below.

☐  Bisexual
        




☐  Gay Woman/Lesbian


☐  Gay Man



                      
☐  Heterosexual/Straight

☐  Prefer not to say
�








