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Casual Leisure & Theatre Assistant – Job Description - The Dormston Centre

Grade 3   Scale 3 (£22,796 pro rata £12.85ph)

1. Job Purpose & Supervision
· Line Management: Line managed by the Centre Manager, with day-to-day supervision provided by the Duty Officer through regular communication whilst on duty.
· Performance Monitoring: Performance and daily duties will be monitored by the Duty Officer.
· Autonomy: Ability to work independently and without direct supervision when managing designated public activity areas

2. Core Duties & Responsibilities
· Supervise and control public activity areas, carrying out a range of routine operational work.
· Prepare and maintain theatre and leisure facilities for public use.
· Prepare and configure the school sports hall in strict readiness for public examinations, ensuring layouts precisely meet layouts, spacings, and compliance regulations specified by exam boards or management.
· Complete manual tasks relating to cleanliness, housekeeping, hygiene, safety, basic maintenance, and security.
· Perform point-of-sale duties, including issuing tickets, securely handling income, and managing the loan, return, and correct storage of equipment.
· Assist in managing structured public activities, such as birthday parties and school holiday programmes.
· Comply with all health and safety procedures outlined in the company manual and current workplace safety legislation.

3. Incident Management & Technical Skills
· Respond calmly and professionally to incidents in activity areas, including managing first aid and emergency situations.
· Administer first aid or refer incidents to medical professionals as required.
· Operate specialized equipment and machinery, including computerized booking systems (full training will be provided).
· Attend relevant training courses, retraining sessions, team briefings, and staff meetings as directed by the Duty Officer.



4. Key Contacts & Working Conditions
· Duty Officer: Liaise directly for instructions, operational guidance, and advice.
· Reception Staff: Communicate closely to coordinate and address specific customer requirements.
· Centre Employees & Reception Staff: Maintain regular contact to ensure efficient operations and coordinate customer requirements.
· Public & Community Groups: Engage directly to conduct supervisory tasks, handle transactions, and collect admission income.
· Conflict Resolution: Maintain a calm, caring, and professional attitude always, with the resilience to handle challenging customer behaviour or occasional verbal/physical conflict.
· Working Hours: Undertake flexible shift patterns, including essential evening and weekend working.


Casual Leisure & Theatre Assistant – Person Specification - The Dormston Centre

1 Qualifications & Training
· Essential: Current First Aid at Work certificate (or willingness to obtain one immediately upon appointment).
· Desirable: Recognised customer service qualification (e.g., NVQ Level 2 in Customer Service).
· Desirable: Basic health and safety, manual handling, or fire warden training.

2. Experience
· Essential: Proven experience working directly with the public in a customer-facing environment.
· Essential: Experience handling income, using electronic point-of-sale (EPOS) systems, or issuing tickets.
· Desirable: Experience working in a leisure centre, theatre, community hub, or similar multi-use public facility.
· Desirable: Experience supervising groups of people or leading public activities (e.g., children's parties, holiday programmes).

3. Knowledge & Skills
· Essential: Excellent communication skills, with the ability to give clear advice, instructions, and assistance to diverse public groups.
· Essential: Strong IT literacy, with the ability to quickly learn and operate computerised booking systems.
· Essential: Good practical skills to efficiently undertake routine manual tasks, basic maintenance, and housekeeping duties.
· Essential: Strict attention to detail regarding health, safety, hygiene, and building security protocols.

4. Personal Attributes & Resilience
· Essential: Exceptional emotional resilience, with a proven ability to remain calm, caring, and professional when facing challenging customer behaviour or conflict.
· Essential: Ability to react calmly, logically, and decisively during emergency or first aid incidents.
· Essential: High level of autonomy, with the capability to work responsibly without direct supervision when managing public areas.
· Essential: Strong team player who can collaborate effectively with reception staff, duty officers, and wider centre teams.

5. Special Circumstances
· Essential: Full flexibility to regularly work evenings, weekends, and varied shift patterns as required by the centre's schedule.
· Essential: Physical fitness appropriate for a role requiring active supervision, walking, standing, and manual handling tasks.
· Essential: Satisfactory Enhanced DBS Check due to regular contact with children and vulnerable groups during events.
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