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About the Orange Tree

The Orange Tree (OT) is an award-winning, independent theatre. Recognised as a 
powerhouse that creates high-quality productions of new and rediscovered plays, 

we entertain 70,000 people across the UK every year.

The OT’s home in Richmond, South West London, is an intimate theatre with the 

audience seated all around the stage: watching a performance here is truly a unique 
experience.

We believe in the power of dramatic stories to entertain, thrill and challenge us; 
plays that enrich our lives by enhancing our understanding of ourselves and each 

other. 

As a registered charity (266128) sitting at the heart of its community, we work with 
10,000 people in Richmond and beyond through participatory theatre projects for 
people of all ages and abilities.

Thank you for your interest in the role of 

Front of House Manager

Orange Tree Theatre Ltd | 1 Clarence St, Richmond TW9 2SA | orangetreetheatre.co.uk | 020 8940 0141

Applications
To apply please download an application form: 

https://www.orangetreetheatre.co.uk/opportunities/current-vacancies and send your 

completed form to jobs@orangetreetheatre.co.uk, including ‘Front of House Manager’ in 
the subject line. If you require this information in a different format please email Sarah 

Murray, General Manager, on sarah.murray@orangetreetheatre.co.uk. 

All applicants must complete an online equal opportunities form here: 

https://forms.gle/buL4Gd3zuoZXgJZm9

Application deadline: 10am, Wednesday 5th May 2021

Interviews: w/c 10th and 17th May 2021

Start date: w/c 24th May 2021 

https://www.orangetreetheatre.co.uk/opportunities/current-vacanciesn
mailto:sarah.murray@orangetreetheatre.co.uk
https://forms.gle/buL4Gd3zuoZXgJZm9


Front of House Manager Responsibilities

We’re seeking a dynamic and dedicated Front of House Manager to manage our team of casual 

front of house staff and provide exceptional customer service for all visitors at the Orange Tree 

Theatre as we recover from the Pandemic and beyond. The successful candidate will support 

the Executive Director to maximise income from the OT bar and develop strategies to make the 

OT experience more contemporary. They will on occasion support the Press and Marketing 

Director with box office, and will work with the Technical Manager and Company Stage Manager 

to ensure the health, safety and accessibility of the public.

Responsible to:       Executive Director

Responsible for:      Casual front of house staff, including Duty Managers, Ushers, Bar Staff, 

Box Office Assistants and Volunteers

Administration

• Set up productions and events on rota system and coordinate shifts for duty managers, box 

office, bar and ushers, finding suitable cover when required

• Duty house manage three performances per week, including previews and press nights

• Take responsibility for coordinating front of house actions and resolving issues from nightly 

show reports

• Order and monitor bar stock in consultation with the Executive Director and code invoices for 

the Finance Manager to process

• Monitor the theatre trading budget and meet annual sales targets and objectives as set out in 

the business plan, including pre-order bar sales and merchandise

• Weekly banking, till reconciliation, monitoring cash levels

• Ensure bar trading is compliant with licencing laws and become the designated premises 

supervisor for the OT

• Manage the OT’s cleaning contract and book additional cleaning shifts when required

• Support the General Manager with external contractors, ordering cleaning and office supplies

• Book and oversee access performances in consultation with the Press and Marketing Director

• Support box office during busy periods and staff lunch breaks, in taking box office calls and 

booking tickets

• Attend meet and greet, first day read throughs, dress rehearsals and press nights for every 

production, preparing front of house notes for each production

• Attend and contribute to weekly box office and staff meetings on Tuesday mornings

• Support and liaise with the Press and Marketing Director to ensure all publicity and marketing 

material is displayed effectively both internally and externally.



Management
• In consultation with the Executive Director and Press and Marketing Director recruit, 

induct, train and line-manage all casual duty managers, bar staff, box office, ushers 

and volunteers, and maintain excellent communications with this staff team, finding 
ways to motivate them and reward success

• Coordinate regular customer service and safety training for front of house staff
• Hold regular team briefings in relation to forthcoming programme of events, and brief 

Front of House team on specific programme content where appropriate and relevant.

Customer service

• Provide exceptional customer service to the OT’s audiences and ensure excellence 
from all Front of House staff

• Respond to customer complaints when necessary and in consultation with the 

Executive Director
• Work with the General Manager and box office team to plan and deliver press nights

• Work with the Development team to plan and deliver supporters evenings
• Work with the Education and Participation team to plan and deliver education 

performances

• Keep up to date with theatre and hospitality trends to support the OT’s audience 
development strategy

Health and Safety

• Work with the Technical Manager to ensure that all front of house operations comply 

with Health and Safety and licensing requirements through regular monitoring of the 
building and maintenance of all necessary systems and procedures

• Implement the OT’s emergency and evacuation procedures including all relevant staff 
training, drills and briefings in collaboration with the Technical manager and Company 

Stage Manager.

• Ensure all daily and pre-show building checks are carried out by front of house staff 
in accordance with theatre procedure, with particular emphasis on safety, cleanliness 

and presentation
• As required by the Technical Manager, provide front of house risk assessments.



Skills and experience:

Essential

• Previous experience in a duty house manager role

• Personable, with strong customer service skills

• Ability to manage multiple priorities and deadlines 

• Excellent verbal communication skills

• Good analytical skills

• Affinity with numbers 

• Passion for theatre

Desirable

• Experience of management in a similar role

• Good sense of humour

• First aid trained

• Personal licence holder

General

• Office hours are primarily Monday to Friday 10.00am – 6.00pm though due to the 

nature of the role, hours will vary. The Front of House Manager will duty manage 

three performances per week, including previews and press nights. The Front of 

House Manager is expected to work occasional weekend shifts. TOIL should be 

taken within a two-week period.

• As a term of your employment from time to time you may also be asked to 

undertake other such appropriate duties as and when required of you, as well as 

being asked to work flexible hours to suit the operation of the organisation 

• Participate in all training and development initiatives as required

• Attend OT press nights and occasional special events

Contract and terms

• Salary: £25,000

• Permanent, full-time position

• Probation period: three months 

• 21 days’ holiday plus Bank Holidays, 8 weeks’ notice period (following completion of 

probation)


