
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 

Part-time Front of House Duty Manager 
Recruitment Pack 



 

Oxford Playhouse, in the heart of our city and region, is a welcoming and inclusive 

organisation where world-class theatre is produced and presented for 145,000 

audience members annually, and enriching creative opportunities are shared and 

enjoyed by a range of ages and communities. 

Our programme includes a diverse range of genres including drama, dance, 

comedy, family shows, music, spoken word, academic lectures, student and 

community work, and pantomime. In addition to our audiences, we have over 

14,000 participant engagements through creative learning opportunities, 

schools’ workshops and our youth theatres. 

Working closely with our newly strengthened governance team, and under the 

direction of Artistic Director and CEO, Mike Tweddle (appointed 2023) and 

Executive Director, Marianne Jacques, we have developed a five-year strategy for 

the organisation – a clear vision for the work we want to achieve both on and off 

stage and the positive impact we aim to bring about. We will support our plans 

with strong governance, a skilled workforce, a rewarding volunteer programme 

and an inclusive culture. 

• We are a registered charity with artistic, social and educational aims. 

• We are an Arts Council England National Portfolio Organisation and 

receive further core funding from the University of Oxford, St John’s College 

and Oxford City Council. 

• We currently have 40 permanent employees, around 80 casual 

hours workers and a team of 100 volunteers. 

 

 
Registered Charity No: 900039 

www.oxfordplayhouse.com 

 Oxford Playhouse 

 @OxfordPlayhouseTheatre 

@oxfordplayhouse 

http://www.oxfordplayhouse.com/


 

History 

Oxford Playhouse is a historic theatre, dating back to September 1938 in its 

current home on Beaumont Street. It has an incredibly rich heritage and 

countless stars of stage and screen have performed on its stage including Dame 

Judi Dench, Sir Ian McKellen, Dame Maggie Smith, Sir John Gielgud, Dirk Bogarde, 

Gugu Mbatha-Raw, Dame Sian Phillips, Diana Quick, David Tennant, Imogen 

Stubbs, Ralph Fiennes and Rosamund Pike. Amongst its many notable 

productions are: the 1966 Oxford University Dramatic Society (OUDS) of Dr 

Faustus starring Richard Burton and Elizabeth Taylor; the 2002 production of Yaël 

Farber’s Sezar; the 2004 production of Harold Pinter’s The Dumb Waiter starring 

Toby Jones and Jason Watkins; the 2020 Olivier Award winning co-production of 

Isobel McArthur’s Pride & Prejudice* (*sort of); the 2024 co-production with 

Oxford University of Shakespeare’s The Two Gentlemen of Verona, directed by 

Sir Gregory Doran; and the 2024 National Panto Award-winning production of 

Sleeping Beauty, written and directed by Toby Hulse. In 2026, Oxford Playhouse 

produced Edward Albee’s Who’s Afraid of Virginia Woolf?, directed by OP’s 

Artistic Director Mike Tweddle. 

The rich heritage of The Playhouse continues to inspire – from our world- class 

produced and received dramas to Oxford University student productions, new 

writing and community performances.



Job Title:    FRONT OF HOUSE DUTY MANAGER (Part-Time)  

Location: Oxford Playhouse, Oxford  

Salary: Minimum of £13.88 per hour  

Hours: 

Various options are available, ranging from 2-3 shifts a week to cover our regular 
schedule of shows from Tuesday to Saturday, with matinees on Thursday and 
Saturday. Increasing to 4 – 6 shifts during the pantomime run (November – 
January), to cover mornings, afternoons and Sunday shows. 

Term:  Casual, Temporary or Permanent Part-Time Contract (6-month 
probationary period) 

Reports to: Front of House Manager 

Responsible 
for:  

Casual Assistant Duty Managers, Casual Bar Assistants and Volunteer 
Ushers 

Annual 
Leave: 

20 Holiday Days plus 8 paid Public Holidays per annum pro rata, rising to 
25 days plus Bank Holidays with length of service. 

Pension: 
Auto enrolment in Oxford Playhouse pension scheme held with Scottish 
Widows, with a 5% employee contribution matched by 3% contribution 
from Oxford Playhouse. 

Department Objectives: To promote Oxford Playhouse and all its activities to existing and 

potential audiences, stakeholders and opinion formers and to ensure the smooth running of all 

Front of House areas of Oxford Playhouse and (on occasion) off-site events, including any hires 

of the venue’s spaces for external and internal events. 

Departmental functions: Front of House operations, including bar, catering, hires, and events.  

Main Purpose of Job: To assist the Front of House Manager in delivering welcoming, efficient 

and effective customer service driven front of house operation.  Duty managing performances at 

Oxford Playhouse (including Burton Taylor Studio and external venues) to ensure productions are 

safe for staff, customers & visitors and provide consistently high standards of service. 

Key Internal Contacts: Box Office Team; Operations Team: Marketing Team; Development Team 

Key External Contacts: Audiences, potential audiences, the general public, visiting companies. 

RESPONSIBILITIES include but are not limited to: 

• Supervision of ushers and bar staff when on duty to ensure the smooth running of 

performances, including implementation of Oxford Playhouse’s Customer Service Policy. 

• Ensure consistent levels of excellent customer service and presentation are provided by 

the Front of House and bar teams. 

• Maintain usher rota’s and ensure completion of relevant timesheets for casual staff. 

• Retain excellent communications with all FoH staff and volunteer ushers, giving clear 

direction and ensuring colleagues are motivated and supported in their roles. 



• Motivate and encourage all Ushers and Bar Team members to maximise revenue. 

• Assist Front of House Management with recruitment of Bar Staff and Front of House 

Volunteers including induction training. 

• Use effective monitoring and feedback to improve customer service with Front of House 

Management. 

• Ensure daily operational needs for bar are met including but not limited to, assisting with 

deliveries, stock take, maintaining & completing rota’s.  

• Oversee complete cashing up procedure when on duty and securing cash on premises. 

• Be a designated First Aider: administering first aid, liaising with emergency services and 

recording details of all accidents in the accident book accurately and promptly. 

• Be a designated Front of House Fire Marshall responsible for the safe evacuation of 

visitors and staff in Front of House areas in the event of an emergency; liaising with 

emergency services and Back of House Marshall as required.   

• Act as a key holder for the venue, responsible for opening and closing of the building 

together with other key holders, as schedule dictates.   

• Maintain knowledge of and ensure adherence to licensing, health & safety legislation, 

Environmental Health Standards and any other applicable legal obligations.   

• Complete and provide any training sessions required by the company associated with the 

performance of your role and the venues policies and procedures.   

• Carry out any further duties as reasonably requested by the Front of House Manager, 

Director of Operations, or other Senior Management representative. 

 
 

 
 
 

Essential Skills and Attributes 

Minimum of 2 years’ experience working in a 

hospitality environment. 

Strong verbal and written communication 

skills with ability to motivate teams. 

Passion for dealing with the public and a 

commitment to delivering excellent customer 

service. 

Awareness of licensing, hygiene, and health & 

safety legislation. 

Previous cash handling/till reconciliation 

experience. 

Pro-active approach to problem solving and 

the ability to work well under pressure. 

Ability to prepare, motivate and manage a staff 

team. 

Experience of working with/alongside 

volunteers. 

Flexible approach to working hours, including evenings and weekends and availability during 

Christmas and other school holiday weeks. 

Desirable Skills and Attributes 

A passion for live theatre and entertainment. First Aid Qualification. 

Knowledge of Health and Safety, Licensing, 

Environmental Health compliance and Fire safety 

regulations. 

Experience with Zonal till Systems 



 HOW TO APPLY 

 
APPLICATION Please complete the Oxford Playhouse application form, including the 

Equal Opportunities section and email your application to: 

recruitment@oxfordplayhouse.com with Front of House Duty Manager 

in the subject line.  For more information about Oxford Playhouse, visit 

www.oxfordplayhouse.com 

CLOSING DATE  9.00am on Friday 18 September 2026  

INTERVIEW DATES Monday 28 September      

                                          

 

Please complete our online Equality Diversity Monitoring form  at:  

Equal Opportunities 2026-27 

We want to ensure that our recruitment process is transparent and accessible. If there 

are any adjustments that would help us support you in your application (e.g. Large Print, 

Audio) please let us know. As well as written applications, we will accept video or audio 

file applications. 

 
               Our Commitment to Inclusion & Diversity 

Oxford Playhouse is committed to ensuring that its workforce and governance teams 

are as diverse as the communities we serve. Our team is currently under- represented 

by people from the Global Majority, people who identify as Disabled, D/deaf and/or 

neurodivergent, and people who identify as working class. We strongly encourage and 

welcome applications from these groups. 

 
 

mailto:admin@oxfordplayhouse.com
http://www.oxfordplayhouse.com/
https://forms.office.com/e/wEaASwGdBP
https://forms.cloud.microsoft/pages/responsepage.aspx?id=MR0fTaoLGEuXLB24k_4U3ekbtoSHK3FEgg5J3zhP8WFURUcwUDcwRlQ2SUlDTUk4RU01RU9BWUI2Ny4u&route=shorturl


 
 
 

 

 

We look forward to receiving your application. 
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