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OXFORD
PLAYHOUSE





JOB TITLE: 

Stage Door Keeper



DEPARTMENT: 

Cross Departments



REPORTS TO: 

Buildings Manager /Deputy Director




RESPONSIBLE FOR: 
No line management 

Main Purpose of the role:

To fulfil 5 hours - 8AM – 1PM on a Wednesday morning, contributing to the effective working of the Stage Door Team ensuring consistently high standards of customer service, presentation, and safety are provided in all the theatres backstage (non-technical) areas whilst providing excellent administrative support across the organisation as directed. This is a key support role at the heart of the organisation and occupies a pivotal role in the smooth and efficient communication of information across teams.

Key internal contacts: Deputy Director, Buildings Manager, Programmer, Learning team, Development team, Technical, Front of House and Ticket Office teams.

Key external contacts: General public, Visiting Company members, including actors and stage management, Chaperones and young performers building contractors & suppliers, Practitioners, Donors.

STAGE DOOR TASKS:

· To provide excellent customer service, delivering a welcoming service to all users of Oxford Playhouse activities including visiting companies and artists, contractors, crew, stage & company management, staff and public.  

· To provide a professional reception service, dealing with enquires in person, by email, and receiving incoming calls to the Oxford Playhouse administration line, accurately forwarding messages and delivering effective call-handling support to colleagues and visiting companies.

· To be the designated Fire Warden when on stage door shifts, coordinating the initial response to an alarm activation and subsequent evacuation of the building in an emergency. Maintaining a competent knowledge of the Fire Alarm system and Playhouse Fire Management Strategy.

· To be one of the appointed persons for First Aid: supplying first aid /requesting support from the emergency services as required and recording details of all accidents in the accident book.

· To maintain a comprehensive knowledge and awareness of all performances/events, the requirements of visiting or in-house companies in relation to backstage services and details relevant to the informed operation and opening of the building. 

· To ensure an excellent level of presentation within all Backstage (non-technical) areas of Oxford Playhouse (including external spaces). Undertaking checks of dressing rooms prior to companies arriving, sweeping the outside area as required, undertaking reasonable remedial action as required and reporting serious issues to cleaning, maintenance or Head Stage Keeper as appropriate.

· To be responsible for the opening up of the building and undertaking morning safety checks and ensuring the removal of security devices and the sterile integrity of emergency exit routes. 

· Responsible for the control of admittance to Backstage via the Stage Door and the rear security of the building and car park including monitoring and maintaining systems for the recording of CCTV footage. 
· To be a  licensed chaperone for young performers and provide break cover for OP chaperones as required including, supervising young performers over lunch breaks and signing young performers in at stage door upon their arrival and out upon their departure from the theatre.

ADMINISTRATIVE TASKS:
· Providing full administrative support across various teams largely stage door, programming, learning and development but working with other teams as required. This will include:

· Undertaking the effective administration of Stage Door including but not limited to; ensuring signing in/out procedures are maintained, ensuring welcome documentation is updated and available, local services information guides, notices boards with company information, contractor attendance records and logging of required maintenance.

· Being competently conversant with Microsoft office software packages, including Microsoft Outlook, Word and Excel.  Using these skills to assist effective communication and administration within stage door and throughout the organisation. Training will be given.
· Being fully conversant with all Oxford Playhouse policies including Equal Opportunities and Health and Safety and ensure by following established working practices and guidance that all policies are adhered to at all times. 

· Attending and contributing to meetings, departmental reviews or training courses as required.

· Carrying out any further duties as reasonably requested by the Director/Deputy Director, Buildings Manager or whosoever s/he shall designate.
Jobholder Specification

Essential Skills and Attributes (must have):
· A proven ability to multi-task and work with complex administration systems to deliver a high quality of work
· A systematic and methodical approach to work with strong attention to detail.
· A proven ability to handle demanding or difficult situations in a calm and confident manner.
· Comprehensive knowledge of Microsoft Office software including Outlook, Word, Excel and PowerPoint.
· Excellent interpersonal communication skills and the ability to communicate effectively at different levels throughout the organisation.
· Able to adapt to a lively and constantly changing programme with a flexible attitude.

Desirable Skills and Attributes (should have):

· An interest in theatre

· A First Aid qualification

· Previous experience as a fire marshal or warden.
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