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JOB DESCRIPTION

Job Title:	Duty Event Manager   

Accountable to:	Visitor Services Manager - FOH

[bookmark: _Hlk4772276]Job Purpose: 	Ensure that Brighton Dome & Brighton Festival events and venues are run successfully on the day, taking responsibility for the safety and security of visitors, staff, volunteers and artists during your duty management shift.


1. [bookmark: _Hlk4771588]Duty Manage any type of activity taking place at Brighton Dome’s venues and where required at external venues. Assume lead control for the venue when on duty, working alongside other departments to ensure successful delivery.

2. Take the lead in emergency scenarios which may arise and calling show stops and evacuations when necessary. Undertake training in emergency procedures and first aid. Have understanding of crowd management and fire risk management policies and procedures and apply them to all DEM shifts. 

3. Complete safety checklists for all events.

4. Follow the measures set out by BDBFs counter terrorism policy and risk assessments to reduce the risk to our events and the immediate area. Carry out regular training and lead the staff on shift in the agreed procedures if a terrorist related emergency is suspected or arises.

5. Uphold regulations and conditions pertaining to the Premises Licence.

6. Deal with complaints arising during the event, offering an excellent service to venue users. 

7. Direct and supervise the Assistant Duty Event Managers during your duty management shift.

8. Have a focus on accessibility, making sure our venues and events you are duty managing are accessible to all. Check the access inbox and ensure requests are actioned. Issuing the hearing assistance systems and ensuring that they are operational. 

9. Maintain high standards of housekeeping, presentation and cleanliness in the venues ensuring the space is set up and adequate seating is provided for the comfort and safety of all venue users. Report venue faults when necessary. 

10. Pro-actively manage the work of the Visitor Services staff and volunteers during events and event preparation. Provide feedback on staff performance. 

11. Ensure that departmental equipment and other resources are managed effectively during shift. 

12. Complete banking of ancillary income takings and support and maximise sales at your event shifts.

13. Complete settlement information on Artifax for shows you have duty managed.

14. Complete event reports.

15. Report accidents, near misses, incidents, alarm activations line with company procedure. Participate in investigations where required.

16. Use Staff Savvy software to assist with the staff and volunteer scheduling and communication. Ensure that time entries are correctly signed off after each event. 

17. Engage with the Heritage story of the buildings and the current workings of the building, being capable and willing to share this with visitors and tour groups.

18. Attend meetings and training regularly to ensure training and understanding of procedures is up to date

19. Promote BDBF’s objectives around equality and diversity, environmental and our brand identity.

20. Any other duties as may be reasonably expected.



Person Specification

Essential
· Substantial experience working Front of House in a customer service led environment
· Experience supervising teams of staff and volunteers 
· Self-motivated with a hands on, enthusiastic and flexible approach to their work
· Confidence working with all members of public, VIPs and artists
· Excellent communication skills
· Good literacy and numeracy, organisation and office skills
· Enthusiasm to work evenings and weekends
· Professional in all circumstances including when under pressure



Desirable
· Experience in live events
· Experience of using Artifax Event Software
· A broad appreciation of arts and entertainment
· A working knowledge of a foreign language or BSL
· Understanding of H&S Regulations including experience producing Risk Assessments
· First Aid Training
· Personal Licence
· Awareness of the Equality Act 2010
· Counter Terrorism Training 
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