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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 SERVICES ASSISTANT 
Responsible to:     Programme & Venue Hire Co-ordinator 

Salary:   £24,000 - £26,000 

Terms:   Full time 37.5 hours per week. Evenings and weekend working as required. 
   Six-month probation. 2 months’ notice. 
   23 days annual leave + bank holidays. Workplace pension scheme (NEST) 

Start date:  Before the end of May 
 
PERSON SPECIFICATION 

Excellent organisational and planning skills and must be able to deal with multiple projects simultaneously 
and prioritise workloads. 

Competent IT user able to use and quickly learn different systems and packages including excel, word, 
Spektrix and Yesplan.  

Passionate about the highest standard of customer service. 

A strong proactive team player, with a positive approach to working collaboratively, supporting Union 
Chapel Project to meet its objectives and vision. 

Excellent communications skills, including written communications skills and telephone manner. 

Initiative to solve problems and deal with complaints in a positive and diplomatic manner. 

Keen attention to detail  

Key Duties & Accountabilities FOH Assistant 

• Act as the main point of contact for all customers and public enquiries via phone and email. To 
include, but not limited to, ticketing enquiries, access bookings, and dinner reservations. 

• Manage the events inbox and respond appropriately to various email queries.  

• Responsible for ensuring pre-show information is communicated to audience members. 

• Manage the buzzer system, welcoming visitors, space hire, and supporting on bar and other 
deliveries. 

• Support the hand over to the evening events team by communicating essential customer 
information such as access information and customer booking information. 

• Managing lost property from events & creating a retrieval procedure system  

• To keep records of customer feedback and create quarterly reports on customer service issues. 

• Work with the Marketing Manager to keep our website and social channels up to date with 
performance times for audience members.  

• Ensure the recording of daily voicemail greetings with up-to-date accurate information for events.  

• Being fully conversant with emergency and evacuation procedures and assisting in evacuations of 
the building when on duty; liaising with the fire brigade and / or police in the event of an 
emergency  

• Monitor CCTV and assist in maintaining the security of the building.  



• Acting as a key-holder for the building, being responsible when necessary for locking and securing 
the building at the end of each evening. 

• Support with the set-up of rehearsal spaces and liaising with external clients when required. 

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

 
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 Services 
Assistant” 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 
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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