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Casual Shift/ Duty Manager (Job Description)
· Cash up all monies at end of shift
· Act as Safety Officer for staff, members of the public & artists for Horse + Bamboo whilst on shift (training provided)

· Key holder – can open up & secure the building at end of shift  

· Supervise casual staff & volunteers (if on shift)

· Work with Technician & Workshop Artist (if on shift) 

· Holds Staff Briefing at start of shift – ensuring all staff members & volunteers have a role / everyone on site knows what the performance is, timings & any particular event information needed

H+B Shift Managers job role is to ensure for each event :

· Smooth running of Horse + Bamboo events including theatre performances, gigs, private events & meetings.

· Correct set up of box office area & bar/café (if open) 

· Any areas of the building open to the public are tidy, free of trip hazards, or appropriate signage is used as required (wet floor signs etc.)

· All marketing material onsite (flyers/posters) are up to date & refresh as needed

· Feedback forms are given to audience members at the end of every event

· End of shift cleaning list is completed 

· Set up for next event as per venue calendar is completed

· Other appropriate duties as required by Bar Manager / F&O Manager as required.

Shift Managers also :

· Can change barrels & gas on bar / trouble shoot basic bar equipment & card payment issues

· Can complete basic tech set ups for events (Seating rack, decks equipment, basic static lighting, microphone, projector) (Training provided)
· Deal with any customer complaints

· Support the training of new casual staff / volunteers as required 

· At end of shift, pass on any venue maintenance issues / shift issues whilst to Finance & Operations Manager or Bar Manager as appropriate via email
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