
 
 
 
 
 
 
 
 
 

November 2017 
  Dear Applicant, 

 
Front of House Supervisor 
 
Thank you for your interest in the above post. Please find enclosed the following: 
 
o A job description 
o A person specification  
o About Us 
o Mission and Objectives 
o Core Values 
o An equal opportunities monitoring form 
 
Please refer to our website www.cornexchangenew.com for further information on the        
Trust and our activities.  
 
If you wish to apply for the post, please send a covering letter no longer than two sides of 
A4, detailing your suitability for the position, with a copy of your CV to me either by post or 
email (recruitment@cornexchangenew.co.uk), no later than midday on Thursday 14 
December. In addition, please complete an Equal Opportunities Monitoring Form and 
return with your letter of application. Please note that the successful applicant will be 
subject to an enhanced DBS check. 
 
Candidates are short listed on the extent to which they meet the criteria in the person 
specification and job description. Please ensure you address these criteria and give 
evidence to demonstrate you have the skills, knowledge and experience required.  
 
Yours faithfully, 
 
 
Katie Beauchamp 
Sales & Audience Experience Manager  



 
 
 
 
 
 
 
Job Title:   Front of House Supervisor  
 
Reports to:       Sales & Audience Experience Manager 
   
Salary:              £18,000 pro rata 
                         
Hours:              30 hours per week, includes evenings and weekends  
 
OVERVIEW 
 
This post is part of the Front of House Supervisor team who works closely with the Sales & 
Audience Experience Manager, supporting the delivery of a high quality audience 
experience. They work collaboratively to ensure the smooth running of all the Trust’s front 
of house activities; including the box office, Kitchen & Bar and the front of house delivery of 
live performances, films and events.  
 
Key Objectives 
 

 To ensure the smooth running of all front of house activities, with a customer 
focused approach in all decision making   
 

 To manage and motivate the team responsible for delivering all front of house 
functions and ensure a consistent and excellent approach to customer service 
 

 To work closely with the front of house team to achieve income targets 
 

 To provide a welcoming atmosphere to artists, visiting companies and the general 
public 

 
Main Duties 
 
Customer Service  

 To demonstrate and maintain consistently excellent standards of customer service 

 To ensure the appropriate welcome is provided to the general public and visiting 
artists   

 To ensure a customer orientated approach to all decision making from the front of 
house team 

 To run front of house show arrangements for live shows and films, liaising with 
backstage/visiting company staff to manage flow of audiences 

 To brief and motivate the front of house staff and volunteer stewards  



 To plan for and maintain appropriate staffing levels to provide excellent customer 
service for all front of house functions 

Sales 
 To support the sales of merchandise, bar, kiosk and ticket sales 

 To work with the team to set targets and monitor and report on progress in a timely 
and effective manner 

 To maximise every opportunity to up-sell 

 To sell tickets or serve at other sales points, as required 

Operational  
 To ensure the safety and security of the Corn Exchange Trust’s buildings  

 To ensure front of house and rear of house areas are presentable and ready to open 
at the designated times 

 To complete and distribute show reports for all events 

 To act as key-holder, unlocking and securing the buildings 

 To take a leading role in the evacuation of the building as necessary 

 To carry out float counts and change orders 

 To manage the reporting of and action where appropriate front of house 
maintenance and cleaning issues  

 
Management  

 To manage and motivate the front of house team and volunteers 

 To ensure clear and effective communication and administration systems are in 
place for the front of house team and volunteers 

 To plan and rota all front of house assistants and casual bar staff, ensuring 
appropriate and efficient levels of staffing are maintained at all times 

 To plan and rota all volunteer stewards ensuring appropriate and efficient levels of 
staffing are maintained at all times 

 To line manage allocated Front of House Assistants  

 To ensure that all Front Of House staff and volunteers have a good knowledge of the 
programme 

 To work as a core part of the team that ensures that all Front Of House staff and 
volunteers maintain a high standard of personal presentation 

Administration 
 To manage the accurate set-up of shows and merchandise on CRM system 

(including theatre plans, ticket formats, pricing and online sales configuration) 



 To produce system reports for management/executive teams, agency and hire 
customers as required  

 To use software support from ticketing provider to resolve day to day problems 
regarding the ticketing software  

 To ensure compliance with Data Protection and Card Industry Compliance in 
relation to the capture/storage of customer data 

 To ensure information is gathered to fulfil PRS obligations  

 To settle accounts with visiting companies regarding commission on merchandise 
sales 

Additional Requirements 

 To demonstrate a commitment to the Corn Exchange Trust’s core values 

 To publicly represent the Corn Exchange Trust in a prepared and professional 
manner, and to maintain confidentiality as appropriate  

 To work evenings and weekends as necessary 

 To undertake any other duties which may reasonably be requested 



Person Specification 
Essential: 
The ideal candidate will: 
 

 Be well presented, with a confident and polite manner 

 Have a good understanding of principles of customer service, including customer 
focussed decision making 

 Have excellent communication skills, with a varied ‘toolbox’ to ensure successful 
communication with different staff, managers and volunteers 

 Be able to demonstrate ability to multi task or adapt to different scenarios at short 
notice whilst demonstrating calm and confident leadership 

 Be self-motivated and able to use own initiative  

 Have an entrepreneurial attitude, looking to maximise the potential of income 
generating activities 

 Be computer literate (though training to be given on specific software), with 
excellent organisational ability 

 Have a pro-active attitude, with an ability to identify when items should be dealt with 
personally or when they should be delegated/referred to management team as 
appropriate 

 Be a team player, manage responsibilities and support the development of the Front 
of House team as a multi-skilled department 

 Act calmly in potentially difficult situations 

 Be willing to work flexibly including a mixture of daytime, evenings and weekends 

 
 
Desirable: 
The ideal candidate will: 
 

 Be enthusiastic about the arts (and knowledgeable about the Corn Exchange Trust 
activities once in post) 

 Experience of working in a box office or front of house team in an arts organisation 

 Have experience line-managing staff and volunteers 

 Experience of line management of staff and/or volunteers  

 Experience of working with Spektrix ticketing system 

 Have a valid First Aid qualification 

 
 
 
 
 
 
 
 



Competencies  
 
All Corn Exchange Newbury staff strive to demonstrate competencies in the following key 
areas. In your application you should try and give examples of how your previous activities 
might demonstrate your own personal competencies.  
 
 
Customer Focus 

 You act professionally and calmly when interacting with others 
 You demonstrates concern and courtesy towards colleagues and customers 
 You treat all people respectfully 
 You take personal responsibility for correcting problems 
 You follow up with individuals to ensure satisfaction with the level of service they 

have received 
 
Accountability 

 You take personal responsibility for work activities and personal actions 
 You follow through on commitments made  
 You implement decisions that have been agreed upon 
 You maintain confidentiality with sensitive information  
 You acknowledge mistakes you make without blaming others, and learn from 

mistakes altering behaviour to avoid repetition 
 You recognise the impact of your behaviour on others and act appropriately 

 
Adaptability  

 You respond to changing circumstances by being innovative and altering your 
behaviour to better fit different situations 

 You exhibit optimism and energy 
 You learn new skills that help you perform work in better ways 
 You successfully work with new colleagues 
 You professionally deal with personal discomfort in a changing environment  
 You are willing to be flexible 
 You remain calm in stressful situations 

 
Clear Communication  

 You express yourself clearly and effectively when speaking and/or writing to 
individuals and/or groups 

 You listen attentively  
 You ensure that information is understood by all parties 
 You share information in a timely manner using the most appropriate method 
 You present well organised information in a group setting 

 
 
 
 
 
 
 
 



Initiative 
 You take action to improve a situation without waiting for explicit instructions 
 You understand how your actions relate to the Corn Exchange’s and your 

department’s strategic goals 
 You recognise and respond to opportunities in order to reach a goal 
 You seek new and improved techniques, solutions, and approaches to completing 

assignments 
 

Problem Solving  
 You generate creative approaches to addressing problems and opportunities 
 You identify and weigh options, make sound decisions after reviewing all relevant 

information 
 You anticipate and plan for potential problems 
 You take calculated risks  
 You recognise the impact of your solutions on others 

  



About Us 
 
The Corn Exchange Trust currently manages three venues; the Corn Exchange which 
includes a 400 seat auditorium, a 40 seat independent cinema and thriving Kitchen & Bar; 
Learning Centre from which we run a flourishing participation programme 'Get Involved', 
as involving local people and enabling them to be engaged with our creative activities lies at 
the heart of what we do; and 101 – a unique creation centre for outdoor arts including 
workshop, making and rehearsal space together with on-site accommodation.  
 
Exciting developments at the Trust mean that over the next eighteen months this balance 
will change with the expansion of 101 and its activities, along with the launch of a brand 
new Gallery, Visual Arts, Craft & Makers’ Studios at Greenham Business Park in 2018. 
 
The performance programme at the Corn Exchange has developed considerably in recent 
years. We present a mixed programme of theatre, dance, comedy, music, family, film and 
outdoor work to audiences from across the South East. The emphasis is on presenting 
shows of the highest quality shows and films that inspire and entertain audiences, with 
attendance growing year on year. The Trust produces its own pantomime in-house which 
plays to capacity audiences as well as supporting a range of artists and companies across 
all art-forms through commissioning and development opportunities, mentoring and 
production support. Our emphasis is on presenting great shows and films that audiences 
really want to come and see. Always high quality, we’re really proud that our attendance 
figures are growing year on year. 
 
Since 2009 the organisation has led a major outdoor arts programme, presenting 
internationally renowned companies and most recently producing spectacular large-scale 
outdoor performances to audiences of thousands. 2014 saw the launch of the Trust’s 
newest venture 101; a creation centre dedicated to the production of outdoor arts, with an 
ambition to develop the facilities, opportunities and resources available in the region to 
support the creation of exceptional outdoor performance. From April 2017 this work will be 
expanded as a result of ‘Ambition for Excellence’ funding from Arts Council England and 
further funding from Greenham Trust enabling the expansion of 101 and the creation of a 
new talent development and innovation programme.  
 
The launch of the dedicated Learning Centre in September 2017 sees the continuation and 
subsequent expansion of the Trust’s flourishing participation programme, Get Involved.  
Working across all age groups, there is a particular focus on working with schools and 
young people through initiatives like Young Corn Exchange as well as Ageing Creatively a 
programme of work specifically aimed at those aged 55+. The programme currently 
impacts in excess of 10,000 local people per annum, and within three years this is expected 
to increase to 15,000.   
 
The next stage of the Trust’s development will be the launch of a £3.5M capital fundraising 
campaign in 2018 in order to deliver an extension at the rear of the Corn Exchange which 
will house a new 120 seat studio theatre and become the permanent home of the Learning 
Centre as well as creating much needed office space for the expanding team. The 
extension is due for completion in the Autumn of 2020.  
 
The Trust has a turnover of around £3 Million per annum and is run by an Executive Team, 
led by Grant Brisland (Director), Guy Dickens (Head of Technical & Operations), Stephanie 
Johnson (Head of Sales & Marketing) and Laura Jostins-Dean (Head of Business 
Development). We have a wider management team of 7, and a number of key freelance 
partners who we work with regularly most notably Simon Chatterton as well as a core staff 
team of 35, plus casual staff and over 120 volunteers. We receive core funding from 



Greenham Trust, West Berkshire Council, and Arts Council England as a National Portfolio 
Organisation. 
 
Mission and Objectives 
We are a flagship arts centre for the South East, punching above our weight artistically and 
so much more than just a theatre. Core funded by key partners to deliver outstanding 
performances, and creating our own well respected work. We are at the heart of a creative 
and cultural community, leading a vision for a vibrant district with more and more people 
involved in all of our activities. With some of the best facilities and staff in the country we 
are committed to involving everyone in what we do. 
 
Centre for Excellence 
Enable excellence at every opportunity  
 

 Our role as artistic leader is to provide examples of what is excellent and to 
encourage and enable this work to thrive in Newbury 

 We must continue to play a key role in providing inspiration for both artists and 
audiences 

 
Creative Communities 
Provide access points and encourage involvement from our entire community 
 

 Deliver a programme of artistic opportunities in more places, incorporating more 
artforms and engaging with more people 

 Develop and provide more quality opportunities for local people to participate in 
cultural activities within their own community 

 
Custodian 
Safeguard our long-term sustainability  
 

 Ensure that the organisation and its buildings are valued by the people of Newbury 
 Maximise income generated from our five income streams at every opportunity in 

order to ensure we can deliver on our vision 
 Invest in our staff and infrastructure to ensure continued success and growth 

 
  



About Newbury 
 
Newbury is a modern market town, at the heart of rural West Berkshire. The Corn 
Exchange, Learning Centre and our main office, are situated in the town’s central market 
place and 101 Outdoor Arts Creation Space is situated a 5 minute drive from the town 
centre at the site of the former Greenham Common Airbase on Greenham Business Park. 
The town’s train station is a short walk from the Corn Exchange providing frequent trains to 
Reading and London Paddington; whilst the M4 / A34 enables quick access to Reading, 
Bristol, Oxford, Winchester, Salisbury and the surrounding areas.  
 
Newbury has been undergoing expansion recently, with many developments including a 
new shopping area, Parkway, attracting new retailers and footfall to the town. The wider 
region West Berkshire has lots of beautiful countryside and villages, with the historic 
downlands and Ridgeway great for relaxation, and the small and unique towns of 
Hungerford and Marlborough within easy reach.   
 



Core Values 
 
The Trust aims to be a centre for artistic excellence that cares about providing a high 
quality experience for its audiences, artists and employees. We encourage involvement in 
the creative arts from our entire community, welcoming everyone and inspiring future 
generations. By forging strong relationships with our audiences and stakeholders, and 
being efficient in the operation of our business, we are committed to safeguarding the long-
term sustainability of the organisation. 
 
In doing this we hold true to the following values  

 We are passionate about the arts 
 We aim for excellence  
 We put our customers first  
 We work collaboratively  
 We respect and include everyone 
 We seek out better ways to do things 

 
The Trust expects our staff and volunteers to demonstrate a commitment to these values 
and use them in their decision making and actions every day, for the benefit of our 
audiences, artists, stakeholders, and fellow employees. 
 

 We are passionate about the arts: We believe wholeheartedly in what we do, and 
seek to share our enthusiasm with others; inspiring future generations. 
 

 We aim for excellence: We always try to exceed expectations and actively pursue 
success. We are proud of our reputation and we want to build it together. 

 
 We put our customers first: Customers are our audiences, participants artists and 

stakeholders and we work hard to see things from their point of view and improve 
their experience of the Corn Exchange. 

 
 We work collaboratively: We forge relationships with others in order to succeed. We 

work as a team and are adaptable, making it easy for our colleagues, partners and 
communities to work with us.  

 
 We respect and include everyone: We will treat everyone we encounter with respect 

and courtesy; we actively seek out opportunities for local people to participate in 
cultural activities within their own community. 
 

 We seek out better ways to do things: This means we work hard to get the best 
possible value out of everything we do, and actively look for examples of best 
practice both inside and outside our organisation. 

  



Equal Opportunities monitoring form 
The Corn Exchange supports the principle of equal opportunities in employment and 
opposes all forms of unlawful and unfair discrimination.  In pursuit of this policy the Corn 
Exchange will use its best endeavours to ensure that the human resources, talents and 
skills available throughout the community are considered when employment opportunities 
arise in order to achieve and maintain an efficient workforce.  We aim to ensure all job 
applicants and employees are treated equally and fairly and are recruited, selected, trained 
and promoted on the basis of the requirements of the job, their skills, abilities and other job 
related criteria.  We will also ensure that individuals are not disadvantaged by conditions or 
requirements which cannot be shown to be justified as being necessary for the safe and 
effective performance of the job.  
 
To ensure the equal opportunities policy is being implemented and to comply with 
legislation, please complete and return this form.  This information will be used solely for 
monitoring purposes and will not be available to those involved in the selection process. 
 
Job applied for :   

Age Discrimination Act 2006 
 
Date of Birth:   

Sex Discrimination Act 1975    

Please circle 

Female  Male  
 
Single   Married  Divorced  Widowed 

Race Relations Act 1976    

How would you describe your ethnic origin? 

 
White   Indian  

Black Caribbean   Pakistani  

Black African   Bangladeshi  

Black other please describe   Chinese  

Other  please describe     

Disability Discrimination Act 1995 
 
The Corn Exchange seeks to ensure that it does not unjustifiably discriminate against 
people with disabilities in employment and to assist us in fulfilling our obligations under the 
Disability Discrimination Act 1995 please answer the following questions. 
Please give details of any health problem or disability which is relevant to your job 
application, and how, if at all, it affects your performance at work, to enable us to determine 
what reasonable adjustments may be required in the workplace. 
 
Any information held on this form will be subject to the Data Protection Act 1998 


