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Seasonal Duty Manager
Applying for this post

To apply for this post, you must submit a CV with cover letter.

Please complete the Equalities Monitoring Form found here. Data from the Equalities Monitoring Form will not be shared with the recruitment panel.

If you would like to request any adjustments to enable you to apply for this post or to fully participate in an interview, please contact jobs@dundeerep.co.uk.

The deadline for receipt of applications is 13 November 2026.

Interviews will be held from week commencing 16 November 2026.


Guidance

Please refer to our websites, www.dundeereptheatre.co.uk and www.scottishdancetheatre.com, to find out more about us.

Please read the job description carefully before applying to ensure you meet all the essential criteria and can provide evidence in your application to support these areas. Only relevant information will be considered when shortlisting candidates.

Your application will be retained securely for three months before being destroyed if you are unsuccessful. Your application will be retained for up to 12 months if you are successful.





Role Summary 
The Duty Manager is responsible for the effective management of the theatre during performances and events, acting as a senior member of staff on duty. The post holder will supervise front of house operations, ensuring a safe, welcoming, and efficient environment for audiences, staff, volunteers, and visiting companies.

Working closely with, and in support of the Head of Operations (Visitor Experience), the Duty Manager will supervise front of house staff, coordinate customer service delivery, and ensure compliance with all relevant health, safety, safeguarding, and licensing requirements. The role involves responding to incidents and emergencies, maintaining operational standards, and ensuring the smooth delivery of performances and events.

This position requires strong leadership, organisational and communication skills, with the ability to remain calm under pressure and make effective decisions in a live event environment. The Duty Manager will contribute to the delivery of an excellent customer experience, reflecting the organisation’s commitment to high standards of service and professionalism.

Key Relationships
· Visitor Services Assistant
· Deputy Visitor Experience Manager
· Head of Operations (Visitor Experience)

Key Responsibilities

· To create a welcoming environment for visitors, customers and staff
· To resolve any problems customers experience with box office or front of house services
· To maintain an active and professional front line service presence, delivering extraordinary care and service in all duties
· To deputise for the Interim Visitor Experience Manager and Deputy Visitor Experience Managers providing strong and effective supervision of the Visitor Services Assistants
· To ensure all public areas of the building are kept to a high standard
· To act as Duty Manager for the building, taking equal part in the Duty Management rota to support the work of the Operations Team

Main Duties

Customer Services & Front of House Management
· Supervise the team of ushers, providing a welcoming and safe environment for all public performances
· To ensure all legislative requirements relating to the Theatre and Public House licenses are adhered to acting as a representative of the licensee, reporting to the Head of Operations where appropriate
· To maintain and develop a highly professional and welcoming environment for visitors, delivering a superior level of service whilst carrying out day-to-day service in the public facing areas
· To utilise clear communication methods with the Visitor Experience Team ensuring information is delivered in a reliable and consistent manner through face-to-face briefings and verbal and written instruction
· To assist in the management of add-on front-of-house services (such as merchandise, programmes, ice creams), maximising income where possible 
· To provide a high level of customer service and deal with feedback, responding to and/or progressing customer comments following current organisational procedures 

Administration
· To complete day-to-day administration related to the Visitor Experience Team
· Ensure cashing up and related paperwork is completed daily and monies are securely stored

Duty Management
· To participate fully in the duty rota, always delivering suitable building cover 
· To take an active role in the safety and security of the building, including locking-up areas of the building throughout the evening as they are finished with, and coordinating building security with staff working outwith hours 
· To ensure the building is vacated and secured in line with current procedures 

Health and Safety
· To act as a Fire Marshall, overseeing the safe evacuation of the building in an emergency
· To act as a First Aider as required whilst on duty
· To take responsibility for the safety of visitors and staff 
· To comply with Health and Safety and other licensing legislation as directed and laid out in Dundee Rep Theatre’s Health and Safety Policy
· To ensure Visitor Service Assistants are made aware of and comply to current Health and Safety legislation and theatre procedures and guidelines

Contribute to the continuing development of Dundee Rep & Scottish Dance Theatre Ltd
· To understand and support the aims and objectives of Dundee Rep & Scottish Dance Theatre and to ensure these are reflected in the delivery of services
· To uphold the reputation of Dundee Rep and Scottish Dance Theatre and its staff at all times
· Contribute to the identification of departmental objectives and goals for the short, medium and long-term

Other
· Any other duties or projects as required by the Leadership team or Executive team connected with visitor services requirements and the general smooth and efficient operation of the building and company



Person Specification

Essential

If you do not demonstrate that you meet all the below criteria in your application, you may not be shortlisted for interview. 
 
1. Experience working in a customer service role, welcoming customer and assisting in enquiries
2. Previous front of house experience in a theatre or similar venue
3. An ability to accurately handle money and stock
4. Good literacy skills: excellent written and spoken English, proofreading, and attention to detail
5. Ability to use own initiative within a management framework
6. The ability to recognise the importance of presentation, both personal and environmental, with the resourcefulness to ensure all public areas of Dundee Rep are presentable
7. Ability to take direction and ask for help from managers when required. 
8. Experience of Health and Safety issues in relation to a public space
9. Ability to work evenings and weekends over the festive period. 
 
Desirable 
 
If we need to choose between candidates who meet the essential criteria, we may take the below factors into account. 
 
1. Experience in a supervisory role overseeing a customer facing team
2. Experience of using ticketing, box office or booking systems
3. Experience of using Spektrix CRM software
4. Experience in leading staff briefings, communicating key information to frontline staff
5. Previous duty management experience
6. Knowledge of Dundee Rep & Scottish Dance Theatre and the work that is programmed
7. First Aid Qualified



Terms and Conditions

DUTY MANAGER

Period of work

Fixed term until 31st December 2026
Pay
£13.85 per hour

Hours
Zero hours contract. Shift work including regular evenings and weekends over the festive period.  

Holidays

Annual leave will be accrued and paid on a quarterly basis.

Notice period

	The notice period will be two weeks

Location of work
Your main place of work will be Dundee Rep.  

Other benefits

· Contributory staff pension, after three months of service
· Employee Assistance Programme 

Non-contractual benefits

· Staff tickets to DRSDT produced shows
· Staff discount in Rep Restaurant

Dundee Rep and Scottish Dance Theatre Limited is a Real Living Wage Accredited Employer who strives to be an equal opportunities employer and is supported by Creative Scotland and Dundee City Council.





Equal Opportunities 
Dundee Rep and Scottish Dance Theatre Limited is committed to promoting equality and opportunity in its employment practices. In particular, the Organisation aims to ensure that no potential or actual employee receives more or less favourable treatment on the grounds of race, colour, ethnic or national origins, marital or civil partner status, sex, sexual orientation, gender reassignment, age, disability or religious beliefs. 

Guaranteed Interview Scheme 
Dundee Rep and Scottish Dance Theare Limited are committed to employing a diverse workforce. And positively welcome applications from candidates who have a disability. 

A person with a disability or long-term health condition who indicates on their application email that they wish to participate in the Guaranteed Interview Scheme will be guaranteed an interview if they meet the essential criteria outlined within the person specification during the shortlisting process. 

Safeguarding 
Dundee Rep and Scottish Dance Theatre Limited is committed to safeguarding and operates an environment where all staff are expected to report any concerns about vulnerable people or about the behaviour or practice of colleagues and other people they encounter. 

Offers 
Any job offer we make is subject to: 

• Receipt of two satisfactory references. 
• Proof of eligibility to work in the UK.
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