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Stage Door Receptionist
Reports to: Stage Door Supervisor
Direct Reports: None

Capital Theatres – Who we are
Capital Theatres is Scotland’s largest theatre charity. Our three distinctive venues in Edinburgh - Festival Theatre, King’s Theatre and Studio Theatre - offer over 700 extraordinary performances each year. From drama to dance, to musicals and family shows, live music and pantomime, we entertain and inspire audiences of all ages. We want everyone to have access to the arts in a way that works for them, whether that’s on our stages or out in the community. We are committed to nurturing everyone’s creative journey, supporting emerging talent and contributing to the future of the theatre sector.

Our vision	Comment by Charlotte di Corpo: Think this needs to sit under Who we Are and have all the info about the role below
To share extraordinary live experiences with everyone.

Our mission
To build a sense of belonging across our theatres by enriching lives through creative programmes and strong partnerships.

Our values
	We care
	We take a people-centered approach
We go above and beyond so everyone feels welcome
We are thoughtful, respectful and sincere

	We share
	We are collaborative, transparent and inclusive
We truly listen and respond
We are committed to widening access

	We dare
	We rise to any and every challenge
We are ambitious in outlook
We are courageous

	Together we deliver
	We have a ‘can do’ attitude and take pride in our professionalism
When we collaborate, there is unmistakable energy
We are trusted to deliver quality experience every time



Purpose of the role
An opportunity has arisen for a Stage Door Receptionist working as part of the Stage Door team on shifts providing a warm welcome to visiting companies, technicians, artists, contractors and colleagues and keep our buildings safe and secure. 






Main duties and Responsibilities

· Providing a warm welcome to all stage door users and delivering an excellent standard of customer service. 
· Operation of alarms and life safety systems 
· Operation of door access systems 
· Acting as a source of information about the theatres, the company and the city 
· Allocation of Dressing Rooms, keys and security passes 
· Receiving, distributing and co-ordinating incoming and outgoing deliveries/collections and post. 
· Open and close the buildings safely and securely.  
Customer Care 
· Be friendly and welcoming 
· Acknowledge and welcome visitors to the stage door.  Find out the nature of their visit and direct them accordingly 
· Be aware of events happening in the theatre during the day and be aware of any expected visitors 
· Answer telephone calls promptly and re-direct as required 
· Be aware of daily activities and upcoming events taking place in the theatres 
· Be aware of how the company operates and, if you do not already know the answer to a question, know who the best person is to ask 
· Be prepared to share this knowledge freely 
· Be organised.  Be effective and efficient rather than busy and flustered 
· Log, record, store and return lost and found property, act as first point of contact to re-unite property with its owner
· Book disabled parking spaces for customers attending performances or events at the Festival / Studio Theatres

Answering the Phone 
· Answer incoming calls promptly 
· Be polite and courteous but deal with calls quickly and effectively 
· Ensure that you are knowledgeable and respond positively to customer enquiries to maintain good customer relations, proactively helping as required 
Alarms and Life Safety Systems 
· Respond to intruder alarms, identify activity and call for assistance if necessary 
· Monitor CCTV system to promote staff and customer safety and the security of the building.  Review CCTV as required to identify people or events as required 
· [bookmark: _Int_Hdm4n7zo]Respond to fire alarms and provide information about alarms as required 
· Ensure that all staff, visitors, contractors, visiting companies and others have signed in and can be accounted for in the event of an evacuation 
· Issue access cards to staff and visitors 
Deliveries, collections and post 
· Pass incoming post to Finance Dept or to PA to Chief Executive for opening, sorting and distribution 
· Receive deliveries and inform recipient that deliveries have arrived.  Ensure that deliveries are removed from stage door as soon as possible and stored elsewhere. 
· Ensure that outgoing post and deliveries are accounted for.  Inform sender if uplifts are not carried out in good time. 
· Log incoming and outgoing deliveries 
· Keep the stage door areas tidy 
· Collect, co-ordinate and frank outgoing mail in time for daily collection 
Visitors and Visiting Companies 
· Work with Stage Door Supervisor, colleagues and Visiting Company Manager to ensure that Dressing Rooms are properly allocated.  Welcome Visiting Company members when they arrive, distribute keys and any information as necessary. 
· Recover keys as visitors leave 
· Along with stage door team, ensure that Visiting Company information and handbooks are kept up to date and that Visitors are made to feel welcome. 
· Provide information and assistance as required. 
Building security 
· Open and close the building as part of the rostered shift pattern 
· Conduct walk round of the building (in accordance with safe working procedures) to ensure all is in order (doors locked, lights out, etc) before closing at the end of business 
· Set or unset intruder alarm when first in or last out. 

General 
· Be smart, presentable, discrete and professional in your approach to visitors and colleagues 
· Log all stage door events and handover relevant information to next person on shift 
· Be comfortable working shifts on a rota basis including the occasional night shift.



These main duties and responsibilities are indicative and not exhaustive. Other duties may be necessary to fulfil the purpose of the post. This job description may be periodically reviewed and revised by the CEO and the Board in consultation with the post holder.

Person specification
	Essential Experience
	Desirable Experience

	· Experience working in a busy business reception environment 
· Previous experience of operating security systems/being a keyholder for premises 
	· Experience in operating door access software. 

	Essential Skills and Abilities


	· Good IT skills, including a working knowledge of MS Word and Excel 
· Excellent customer service skills 
· Good communication skills 
· Ability to multitask and work under pressure 
· Ability to deal with difficult situations with authority and confidence 
· High level of attentiveness and attention to detail 

	Knowledge, Attitude and Behaviours

	· Flexible approach to working hours 
· Comfortable with lone working 
· Can work on own initiative 



About you
We are committed to building an organisation that reflects the communities we serve across the City of Edinburgh and beyond. Our venues are for everyone, and we value teams made up of people with a wide range of backgrounds, perspectives, and lived experiences We do not discriminate on the basis of race, colour, religion or belief, gender or gender identity, sexual orientation, age, disability, or any other protected characteristic as defined by the Equality Act 2010.The opportunity to work with us is accessible to all, whatever your background or life experience, for example if you: 
· Are D/deaf, have a disability or a long-term health condition that affects day-to-day life
· Identify as neurodiverse, including dyslexia, dyspraxia, dyscalculia, ADHD, or being autistic
· Grew up in a household receiving Universal Credit or state benefits
· Have lived in council or social housing, or been on a housing register
· Have experienced homelessness or lived in sheltered accommodation
· Have experience of being in care at any point in life
· Have been a refugee or asylum seeker
· Are from the African, South, East and South–East Asian, Middle East, Latinx or North African diaspora, or have experienced racism 

If you require this job description in another format, or need adjustments to apply or interview, please contact recruitment@capitaltheatres.com. We will ensure you have the support and information needed to participate fully.


Main Terms and Conditions of Employment
Main Terms and Conditions of Employment

	
	Category
	Term

	1
	Tenure
	Full Time/Part Time/Job Share

	2
	Reporting to
	Stage Door Supervisor

	3
	Salary
	£29,500 - £31,500 Full time

	4
	Hours
	Your salary covers a working month of up to 180 hours. Any additional hours will be paid in line with the House agreement.

	5
	Annual Leave
	35 days per annum (inclusive of all statutory Scottish bank holidays), rising to 40 days after 10 years service
Holiday year runs from 1 April – 31 March

	6
	Probationary and Notice Period
	1 month 

	7
	Pension
	The Company operates an auto-enrolment pension scheme with 8% employer contribution and 4% employee contribution after three months employment.
Option to increase through additional voluntary contributions

	8
	Place of Work
	Festival Theatre, Studio Theatre and King’s Theatre with occasional home working by agreement

	9
	Additional Benefits
	[bookmark: _Int_RfmvuB4c]The charity offers a number of discretionary benefits including:-
· Life assurance cover of 3x salary
· Free and/or discounted tickets for performances (subject to availability) and complimentary Friends membership
· 20% discount in the Festival Theatre Café 

	All other terms and conditions of employment are as detailed in the Employee Handbook
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