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‘One of the most beautiful of theatres – a place that casts a glow around anything that’s put on there’ 
The Guardian




JOB DESCRIPTION

Job Title		Assistant Venue Manager – Bar and FoH

Responsible to	Venue Manager – Bar and Commercial Services 

Responsible for 	Bar Staff

Salary 		£21,840 (30hrs per week) 


DUTIES AND RESPONSIBILITIES

Venue and Duty Management
· To duty manage our building, responsible for bar and Front of House team when on duty.
· Open and close the building when required, performing all appropriate checks and ensuring the license conditions and Health and Safety policies and Risk Assessments are adhered to at all times.  

Bars 
· To act as Bar Supervisor and Duty Manager for a minimum of two evening shifts a week whilst also allocating sufficient hours a week to administrative responsibilities as laid out below.  
· To deputise for the Venue Manager – Bar and Commercial Services when they are on annual leave.
· To work with Venue Manager – Bar and Commercial Services to ensure that wastage is kept to a minimum and stock is managed properly.
· To work with the Venue Manager – Bar and Commercial Services to ensure there is accurate stock-taking and to support the efficient and accurate management of stock within the business. Involving being responsible for checking invoices and orders and signing off the tills at the end of a shift.
· To update Electronic Point of Sale (EPoS) system.
· To co-ordinate and supervise all orders and deliveries when requested. 
· To work with the Venue Manager – Bar and Commercial Services to ensure that all appliances associated with the bar are in good working order and are serviced regularly. This will also mean being responsible for ensuring lines are cleaned regularly in partnership with the Venue Manager – Bar and Customer Services. 
· To ensure that private and commercial hire customers are given excellent service from the bar and to act as the point of contact for their requests when on duty.  
· To direct and supervise the bar staff members whilst on Duty.
· To work with the Venue Manager – Bar and Commercial Services to deliver high-quality training to bar staff members at the start of their employment and then annual refresher sessions.
· To motivate staff to deliver agreed customer service standards whilst on Duty.
· To ensure that all bar staff are undertaking their duties in line with their responsibilities under the Licensing Act 2003.
· To be responsible for the bar when on duty and that the terms of the premises licence are adhered to.

Front of House
· To act as Front of House Manager when required.
· To deputise for the Front of House Manager when they are on annual leave.
· To work with the Front of House Manager to ensure that casual staff rotas are kept up to date, accounting for cancellations and absences. 
· To work with the Front of House Manager to ensure merchandise is displayed and sold on the bars, and making sure that stocks are replenished when necessary.

General
· To hold a Personal Licence. 
· To hold a First Aid at Work certificate and provide first aid to staff and customers as required.
· To contribute to the Health and Safety policy and relevant procedures and be responsible for the implementation of suitable and sufficient method statements, risk assessments and standard operating procedures pertaining to the beverage business.
· To ensure administration systems and procedures are in followed in relation to the bar operation.
· To act as the day-to- day contact for the kitchen team regarding food service

To undertake any other duty as might reasonably be required by the Head of Operations and Commercial Services.

REVIEW ARRANGEMENTS
This job information cannot be all encompassing.  It is inevitable over time that the emphasis of the job will change, without changing the general character of the job or the level of duties and responsibilities entailed.  Consequently, this information will be periodically reviewed, revised and updated in consultation with the post holder to reflect appropriate changes.

Hours Per Week 
Hours: 30 hours per week.

The post holder will be required to work evenings, nights and weekends.

























APPLICATION FORM: Assistant Venue Manager – Bar and FoH 

You may apply by enclosing a CV but please ensure it includes the information requested below.

Applications may be made in any format you feel most comfortable with (eg large print, tape, Braille or British Sign language on DVD or video). When using an alternative format, please use the same headings.

Applications can be sent by email or post but must arrive by 12.00 on Monday 23rd November 2026. Please send applications via email to – Mark Siddall: m.siddall@wiltons.org.uk


Personal Details

	Surname
	

	Forenames
	

	Title
	

	Address
	




	Postcode
	

	Email
	

	Phone/mobile
	

	
	



	Employment History

	Present or most recent employment

	Employer’s name, address and postcode
	




	Current job title or position
	

	Date appointed
	

	Current salary
	

	Notice period
	

	May we contact you at work?
	Yes / No

	Brief description of your duties:
























	Previous employment

	Please give details of employers, starting and leaving dates, position held and reasons for leaving. Please make copies of this sheet if you need extra space.

	Employer’s name, address and postcode
	

	Date appointed
	

	Leaving date
	

	Job title or position held and main responsibilities
	
























	Salary
	

	Reason for leaving
	






	Education and Training

	Please give details of educational achievements or results, which you believe may be relevant to the post. If you are successful in gaining this post, you will be required to produce original documentation for relevant qualifications.

	Name and address of place of study or training (including any school/academic or on the job training)
	Dates
	Qualifications

	


























	
	

	Your interest in the post

	Please tell us why you think you are the most suitable person for the job by referring to the job description and person specification. Also refer to any previous experience and transferable skills you think may be relevant. This may include voluntary work, community involvement, leisure interests or hobbies. Please continue/make copies of this page if necessary.

































	References

	Please give the name of two referees, one of whom should be your present or most recent employer. We will not contact your referees without your express permission but any offer of employment will be made subject to satisfactory references. If you have any questions about this, or any other aspect of the application process, please contact us before you return the form.



Referee 1
	Name
	

	Position held
	

	In what capacity did/do you know them (eg employer, line manager, tutor)
	

	Contact address


	

	Email
	

	Phone
	




Referee 2
	Name
	

	Position held
	

	In what capacity did/do you know them (eg employer, line manager, tutor)
	

	Contact address


	

	Email
	

	Phone
	



Access requirements for interview
We hope to interview the week of Monday 30th November and to appoint shortly thereafter. Since there will be a short turnaround time between shortlisting and interview, it would be useful to know if you have any access support needs for interview – please indicate below. Note that this has no bearing on the recruitment process and is purely to facilitate interviews.
												

	Criminal Convictions

	As this position could bring you into contact with children and/or vulnerable adults, it is necessary for you to have a DBS check prior to working with Wilton’s Music Hall. We will arrange for this check to take place and will cover all related costs. Please note that if you are unwilling to undertake this check or there is found to be a concern with the result, it will not be possible for you to work at Wilton’s Music Hall.

	Do you have any current convictions, which have not been spent under the Rehabilitation of Offenders Act 1974?   
If yes, please give details:




Please note that this will not necessarily disqualify you from being appointed.



	Right To Work

	Do you have the right to work in the UK?     Yes / No
If no, please give details:




If you are appointed to this post you will be asked to provide original documentary proof.




DECLARATION
	Please note any false information given in this application will invalidate any resulting job offer

I consent to Wilton’s Music Hall holding the data above and confirm to the best of my knowledge that the information on this application form is true and correct and can be treated as part of any subsequent contract of employment:

	
Name	

Signature	

Date		









Wilton’s Music Hall, Graces Alley, London E1 8JB
Box Office & General Enquiries 020 7702 2789 · wiltons.org.uk
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