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Background – Union Chapel - inspiring space, inspiring lives  
Union Chapel is a unique multi award-winning performing arts venue, with a global reputation for 
international cultural events engaging diverse audiences. For over 30 years events have been our lifeblood 
and income, annually engaging 100,000+ visitors through 250 events.  

“There’s something about coming to Union Chapel. There’s just something that’s kind of left in the walls. You feel 
it. There’s so much life in every corner. All of that seeps in, and it helps you to give your story” (Celeste)  

 
Union Chapel is more than a venue. A Grade I listed Gothic architectural jewel, it is also home to charities 
tackling homelessness, championing social justice, empowering local communities with creative groups, 
training and employability programmes for local communities. It is also the home to a working, progressive 
and inclusive church.  

Profits from events substantially support our vital charitable work with local communities and we are a 
model of good practice for community engagement. As an example, the Hospitality provided at our events 
directly supports our Margins charity and supported employment programme for people with experience 
of homelessness. 

“I depend on Margins for more than hot food, they make me feel very happy, like a valid human being, a real per-
son and not a non-entity, I feel like an individual.”  

 

 



Job Title:     VISITOR ENGAGEMENT COORDINATOR 
Responsible to:     Visitor Engagement Manager 

Salary:   £28,000 - £30,000 

Terms:   Full time 37.5 hours per week. Evening and weekend working required for this role. 
   Three-month probation, two months’ notice. 
   23 days annual leave + bank holidays. Workplace pension scheme (NEST) 

Start date:  End of May 
 
Purpose of Job: 

The Visitor Engagement Coordinator will oversee the delivery of events and the visitor’s experience at 
Union Chapel. The role will manage all casual roles and event freelance roles on the event evenings to 
ensure the successful management and delivery of a diverse range of events, concerts, tours and activities 
at our world-renowned venue and charity. 

Union Chapel is committed to creating and promoting a diverse and inclusive community. We particularly 
encourage applicants with lived experience and/or from communities this programme intends to engage.  

 

Key Duties & Accountabilities 

VISITOR SERVICES: 

• Lead the day-to-day front of house operations, running events, dealing with customer enquiries, organ-
ising the sale of merchandise. 

• Line-manage, support, task and supervise the Front of House team roles, leading briefings to ensure 
the effective performance of their roles including undertaking annual staff appraisals, training and in 
conjunction with the Visitor Engagement Manager, review the training and performance of the casual 
staff. 

• Through your supervision, support the development of Front of House team members, encouraging 
them to proactively take the lead in their roles and gain new skills. 

• Brief, supervise and task Volunteers when on duty; support and encourage volunteers from our local 
community. 

• Liaise with visiting companies’ technical & production teams regarding all front of house operations. 

• Ensure any specific seating reservations are in place prior to doors opening. 

• Make announcements to the audience as and when required, including relevant announcements at in-
tervals and at the end of the show. 

• Write show reports and front of house notes for shows to ensure a consistent delivery, liaising with art-
ists, technical teams, Visitor Engagement Manager, and relevant Union Chapel teams. 

• Support commercial and community space users, as and where required. 

• Support bar operations and staffing, as and where required. 

 



VENUE OPERATIONS: 

• Be a key holder for the building and lock/unlock the building as required. 

• Monitor and maintain the security of the building and safety of the public by maintaining constant vigi-
lance whilst on duty and to be responsible for the securing of the building at the end of the evening. 

• Be responsible for monitoring the general appearance of those areas of the building to which the public 
have access and for maintaining appropriate standards of cleanliness and tidiness throughout.  This will 
include checking performance spaces before and after shows and undertaking some cleaning duties. 

• Support Union Chapel’s Facilities Team to ensure a clean and well-cared for building, logging areas of 
additional cleaning need with the team. 

• Ensure noise within the building is kept to an appropriate level (maximum 95Db), taking all activities 
into account, and monitoring external sound spill. 

• Act as Neighbour Liaison Officer whilst on duty. 

 
HEALTH & SAFETY: 

• Be fully conversant and regularly review emergency and evacuation procedures and support evacua-
tions of the building: liaise with the fire brigade and / or police in the event of an emergency. 
 

• Be the nominated First Aider and be required to deal with any accidents or incidents that occur, ensur-
ing that they are accurately recorded in the First Aid log and followed up if required. 
 

• Ensure that Union Chapel’s licensing regulations are correctly observed, and that Fire Safety and Health 
and Safety legislation is adhered to.  This will involve liaising with the appropriate authorities, members 
of staff and visiting companies as and when required. 

• Work with the Visitor Engagement Manager & Facilities Manager to devise effective evacuation plans 
and procedures and to be responsible for the safe evacuation of the building during all fire alarm acti-
vations. 

• Lead day-today event operations in the safest way, ensuring that Union Chapel meets its legal H&S ob-
ligations, including ensuring Covid secure protocols are followed. 

• Support the Facilities Manager to ensure First Aid boxes are regularly checked and low stock is replen-
ished. 

• Hold responsibility for ensuring Fire Evacuations and sweeps are carried out in a safe, effective and 
timely manner, be reactive in fulfilling any sweeps not completed in the event of an evacuation and be 
the designated incident co-ordinator in the event of a serious Incident at Union Chapel.   

 

ACCESS, INCLUSION & DIVERSITY: 

• Lead the front-facing team in the day-to-day delivery of an outstanding welcome to all visitors, audi-
ences, artists, guests, and employees, working with the Union Chapel team to demonstrate best prac-
tice in accessibility at all. 

• Attend training courses as required and support the delivery of in-house training for the Visitor Services 
Team. 



• Encourage and support casuals and volunteers from all backgrounds, creating an inclusive supportive 
workplace representative of our local communities. 

• Contribute to the development of accessible culture at Union Chapel across all areas and work to se-
cure effective cross-project delivery of UC’s commitment to be an accessible and inclusive venue. 

 
SUPPORT & IMPACT: 

• Work with the Development Team to ensure the front-facing team is supporting public fundraising ac-
tivity and membership sales. 

• Work with the Events Team to give feedback on audience experience (including comments, compli-
ments, and complaints) to help ensure programming decisions reflect learning. Identify and escalate 
any necessary improvements to service standards to improve Union Chapel’s performance against its 
targets, objectives, and standards.  
 

• Undertake any other duties as reasonably required by the Visitor Engagement Manager or Head of Pro-
gramming and Events. 

• Review post-show production reports with the Visitor Engagement Manager and ensure production 
and audience issues arising are promptly addressed.  
 

• Embed audience donation, consultation and survey processes across events, including pre and post-
show announcements and relevant material distribution  

 

General: 

• To champion Union Chapel’s vision, aims and ambitions. 

• To act as a spokesperson for Union Chapel as appropriate 

• To undertake any other duty as might reasonably be required.  

 

Finance: 

• To ensure the profitability of individual events by creating event P&L’s for them, in agreement with 
the Head of Programming and Events and Head of Finance 

• Complete event settlements, manage the venue's PRS accounts and stay up to date with tariffs and 
regulations. 

 

EXPERIENCE 

Essential: 

• Experience of working in a public-facing role, ideally in an Event or Manager capacity 

• Confident team leader 

• Detailed understanding of venue operations and a working knowledge of industry legislation 

• Excellent time management skills, able to prioritise a diverse workload. 

• Good understanding of H&S practices and legal framework 



• Ability to maintain a positive and professional attitude, publicly representing the venue in a confi-
dent manner. 

• Experience of working with a diverse range of artists and companies 

• Passionate about people, communities, diversity and inclusion 

• Flexibility to work irregular hours (weekends/evenings/public holidays) 

• Excellent attention to detail 

• Ability to multi-task and work on own initiative 

• Good written and verbal communication skills  

• Ability to calmly make important operational decisions under extreme pressure. 

• Friendly and positive approach to people care. 

• Pro-active and people-centred 

• Willingness to take part in professional development opportunities and to develop new skills  

• A commitment to Union Chapel’s mission and aims. 

 
Desirable: 

• Hold a valid Personal License  

• Experience of Venue Management Software –YesPlan/Artifax 

• Experience of music, theatre, or arts events 
• Knowledge of and interest in theatre/live performance 
• Competent in risk assessments or IOSHH/equivalent training 

• Event safety management experience & equivalent qualifications 

• Experience of managing and supporting trainee roles 
• First Aid at Work qualification 

• Understanding of the role music and the arts has in changing lives 

• knowledge of livestreaming and digital productions 

• A desire to learn more about all operational aspects of an arts venue 

 
How to apply  

Please apply with your CV and a covering letter, of no more than two pages, OR 4 minute video and CV, 
outlining your skills and experiences to meet the criteria of the role, why you want to work for Union 
Chapel Project and your availability to start to recruitment@unionchapel.org.uk with “Visitor Engagement 
Coordinator” in the subject line. 

 

Closing date: Monday 4 March 2024, 10am 
Interviews will take place w/c 11 March 

Equality and Diversity  

We are working to become an organisation that is representative of our local community and want to 
recruit people from a range of backgrounds who reflect the diversity of our community. We particularly 

mailto:recruitment@unionchapel.org.uk


encourage applicants who are currently underrepresented in our board, workforce and wider sector. This 
includes but is not limited to candidates who identify as being from Black, Asian and other ethnic 
backgrounds from the global majority, and candidates who identify as being disabled. We also particularly 
welcome applicants with their own lived experiences of the challenges we aim to address.  

Please complete our Equal Opportunity Monitoring form and email it to recruitment@unionchapel.org.uk. 
It will be treated in confidence and will not be seen by the staff directly involved in the appointment. 
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