
 

Duty Manager - 0 Hour Contract Job Pack 
 
The Bush Theatre is looking for an enthusiastic, organised and experienced Duty Manager to join 
the Operations Team and also carry out some Bar Supervisory responsibilities. 
 
 
Please note that this position requires working on site.  
 
How to Apply 
 
We want you to have the opportunity to tell us about yourself and your experiences, therefore we 
ask you to send a CV. 
 
Also, please complete our Equal Opportunities Monitoring form.  This helps us to better 
understand if our recruitment practices are accessible and equitable to all. 
 
If you need this information in a different format, contact our People and Culture Administrator 
Dorothy Ekema-Walla by emailing jobs@bushtheatre.co.uk or phone 020 8743 3584. 
 
Deadline for applications: 10am on Tuesday 13th January 2026 
Interview date: Tuesday 20th January 2026 
 
Interviews will take place in person at the Bush Theatre, 7 Uxbridge Road, London, W12 8LJ.  
The nearest tube stations are Shepherd’s Bush Market on the Hammersmith and City Line and 
Shepherd’s Bush on the Central Line 
 
We produce new plays and develop artists who see the world from a different vantage point and 
who write stories for the many communities in contemporary London. Our diverse team and their 
range of experiences are vital to the Bush’s success, but we have ongoing work to do to make 
sure the team always fully represents the communities we work and engage with.  
 
If you are excited about this role and the work we do want to hear from you even if you don’t meet 
every criteria of the job specification.  We are particularly keen to receive applications from 
underrepresented and marginalised groups such as people of North African, Sub-Saharan African, 
West Asian, East Asian, Southeast Asian, South Asian, Pacific Islander and Indigenous 
backgrounds, Migrants, LGBTQIA+ people and those who are disabled or neurodiverse. 
 
 

 

https://docs.google.com/forms/d/e/1FAIpQLSc0UOOtY_aHOrMX3PGBrv7evBZXIGVrsPqdxZTnZc7jLvtmsg/viewform?usp=publish-editor


 

Minimum Criteria Guaranteed Interview Scheme 
 
As part of our Minimum Criteria Guaranteed Interview scheme, we will offer an interview to 
disabled candidates who meet the essential criteria for the role.  If you consider yourself to have a 
disability or long-term condition and would like to apply through this interview scheme, please let 
us know by stating anywhere in your application: ‘I would like to apply through the Minimum 
Criteria Guaranteed Interview scheme.’ 
 
Offer condition 
 
All offers will be subject to a minimum of two satisfactory references, proof of identity, right to work 
in the UK. 
 
Data Policy 
 
Your application and any associated personal information will be stored and processed in 
accordance with our Data Policy and destroyed after six months. We will keep your equal 
opportunities form for a period of up to 6 months, after which point the data will be anonymised 
and aggregated for monitoring purposes. If you are engaged by us, the information you supply will 
be kept securely and form part of your record with us. 
 
Background 
 
Opened in 1972, the Bush Theatre is internationally renowned as ‘the place to go for 
ground-breaking work as diverse as its audiences’ (Evening Standard).   
  
A champion of playwrights and operating in one of the most culturally diverse areas of London, the 
Bush Theatre is committed to its local community and the wider artistic community. Braiding these 
two strands of work together, the Bush produces an engaging and challenging programme that 
reflects the world we live in.  
 
Recent successes include multi-award-winning productions Red Pitch by Tyrell Williams and 
Shifters by Benedict Lombe which both transferred to the West End and Invisible by Nikhil Parmar 
which transferred to Off-Broadway.  Richard Gadd’s Baby Reindeer, Igor Memic’s Old Bridge, 
Waleed Akhtar’s The P Word, and Sleepova by Matilda Feyiṣayọ Ibini won the Olivier Award for 
‘Outstanding Achievement in an Affiliate Theatre’ in 2021, 2022, 2023 and 2024 respectively.   
 
The Bush Theatre’s talent development programmes discover and develop the very best of the 

 



 

UK’s leading artists. The Bush team believes the theatre has a responsibility to programme and 
generate opportunities for new and established makers and, with long-term residencies, add to the 
sustainability of their careers. 
 
The Bush continues to create a space where all communities can be part of its future and call the 
theatre home. 
 
Meet the Bush team 
 
 
Duty Manager Job Description 
 
Responsible to:​ Venue Manager 
 
Purpose of the role 
 
To confidently supervise the day to day operations of the Front of House team. To deliver 
exceptional customer services in line with the style and ethos of the Bush Theatre. To adhere to all 
current licensing and health and safety policies. To act as the first port of call for customer 
enquiries when box office is closed. 
 
 
Main Duties and Responsibilities 
 
Duties 

●​ To open or close the building in accordance with the set procedure, as required. 
●​ To carry out a full fire safety check of the entire building at the start of each shift and 

immediately action any areas of concern. 
●​ Working with the Front of House Manager to ensure the building complies with all health 

and safety and licensing polices.  
●​ To undertake and record all regular compliance checks as per the DM daily record chart. 
●​ To take a lead role in the managing of incidents and emergencies whilst on duty. 
●​ To ensure the public areas, foyer, auditorium and toilets are presentable and welcoming at 

all times. 
●​ To undertake the cashing up of all front of house floats as well as allocating and recording 

petty cash for café bar consumables. 
●​ To complete daily banking at the bank and change orders where appropriate. 
●​ To accurately record front of house staff attendance. 
●​ To ensure all front of house print, displays and merchandise are tidy and well stocked at all 

times.  

 

https://www.bushtheatre.co.uk/about-us/the-team/


 

●​ To support Heads of Departments in delivering outstanding customer service. 
●​ To confidently supervise all Front of House staff on a day to day basis, including managing 

breaks and motivating staff. 
●​ To deputise for the Front of House Manager in their absence ensuring the venue is safe and 

secure at all times. This includes being a key holder and being responsible for the security 
of the building when opening and locking up. 

 

Performances 

●​ To confidently disseminate the current show fire evacuation procedure to staff and crew. 
●​ To take responsibility for the calm and efficient evacuation of the entire venue in the event of 

an emergency if required.  
●​ To actively support Technical and Production teams to ensure all performance spaces are 

presentable and safe and are maintained pre and post show. 
●​ To actively maintain all public spaces front of house, ensuring a safe and welcoming 

environment is upheld. 
●​ To liaise with Technical and Production staff to co-ordinate the smooth delivery of every 

performance.  
●​ To accommodate latecomers and always plan ahead to ensure there is sufficient accessible 

seating available. 
●​ To supervise and motivate Ushers, ensuring they are helpful and knowledgeable when 

assisting patrons. 
●​ To allocate pre and post show tasks to Ushers. This will include selling merchandise, 

handing out exit flyers and freesheets, assisting stage management and checking tickets 
during an incoming. 

 

Events 

●​ To support the Front of House Manager, Café Bar Manager and Events Manager in the 
smooth delivery of all internal and external events at the Bush Theatre. 

 

Box Office 

●​ To be fully Box Office trained and responsible for answering telephone calls, responding to 
emails, processing bookings and dealing with enquiries when covering staff breaks.  

●​ To deputise in the absence of the Box Office Supervisor, supervising staff and encouraging 
an efficient and professional working environment. 

●​ To support the Box Office Supervisor and Box Office staff in any tasks or events. 
Bar Service 
 

●​ Run service - meeting, greeting and seating in line with the Bush Welcome, providing a 
warm and friendly community focussed service. 

 



 

●​ Ensure table turning is managed in a smooth, calm and friendly fashion. 
●​ Ensure food and drink are being served in good time. 
●​ Ensure food and drink are being produced to a high quality 
●​ Have good knowledge of products on the bar and be able to sell and upsell these 
●​ Respond to regulars’ and community needs and expectations 
●​ Carry out bar hygiene routines as required and requested by Venue supervisors. 
●​ To be trained in food service operations and carry out kitchen duties when required 

 
 

General 

●​ To always act in the best interest of the Bush Theatre. 
●​ To be welcoming and provide excellent customer care to all visitors to the Bush Theatre in 

all departments. 
●​ To be knowledgeable of all Bush products. 
●​ Actively keep up to date with the artistic programme. 
●​ Actively develop and implement green policies and practices for the department.  
●​ Adhere to Bush Theatre policies, including Equalities (including diversity, access, equal 

opportunities); Environmental and Health & Safety.  
●​ To maximise income and minimise expenditure wherever possible without jeopardising the 

quality of the work or the reputation of the Bush Theatre. 
●​ Any other duties reasonably required  

 



 

Person Specification 

Essential 

 
●​ Keen interest in the arts and in particular the Bush Theatre.  
●​ Excellent organisational skills and ability to multi task. 
●​ A proven efficient self-starter who is able to take responsibility and exercise initiative, when 

appropriate, whilst also enjoying being a team member. 
●​ Experience of supervising and motivating team members on shift 
●​ A calm, polite and efficient manner. 
●​ Strong communications skills. 
●​ Strong IT skills, in particular using Google and Microsoft Office applications. 
●​ Commitment to high levels of customer service, with experience of dealing with customers 

both in person and on the telephone. 
●​ Proven ability in cash handling.  

 
Desirable 
 

●​ Experience of working in an arts venue 
●​ Experience of computerised ticketing systems in particular Spektrix.  
●​ Experience of duty managing. 
●​ Experience of working in a café or bar.  
●​ Hold a valid first aid qualification. 
●​ Hold a personal licence 

 

 



 

Terms & Conditions 
 

Hours:​ 0 Hour Contract but we ask for weekend availability. 
 
Salary:​ £14.25 per hour 
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