
Blackpool Grand Theatre (Arts & Entertainments) Limited
Blackpool Grand Theatre Trust Limited
Blackpool Grand Theatre Catering Company Limited

1. JOB TITLE:			HOUSEKEEPING TEAM LEADER
2. DEPARTMENT:			Front of House
3. REPORTING TO:			Front of House Manager
4. RESPONSIBLE FOR:		Housekeeping Team
5. KEY WORKING RELATIONSHIPS:	Duty Managers
Venue Development Manager
6. LOCATION:			Grand Theatre, Blackpool
7. [bookmark: _GoBack]PAY:				The Hourly Rate is £8.13

Role

To supervise and motivate the team that keeps the Grand Theatre clean and well presented.
To work alongside the Front of House Manager to develop good working practices and procedures for the Housekeeping Department.
To assist with the development of stock ordering procedures

Duties

· There are 30 working hours per week – usual hours are 7.00am – 12 noon but cleaning is required some weeks between matinee and evening shows (usually 4.30pm – 6.30pm) and on non-performance or rehearsal days so some flexibility is needed
· Lead, motivate and develop the Housekeeping team to deliver excellence at all times. 
· Role-model behaviour by having a hands-on approach along with a can-do attitude. 
· Assist the Front of House Manager to develop working rotas 
· Assign the team their duties and inspect their work for conformance to our standards.
· Ensure that all necessary company paperwork is completed when required or requested in line with company policies and assist with the development of new processes to improve the Housekeeping team and its outcomes.
· Assist with the recruitment process of team members in line with the company HR policies.
· Follow company COSHH procedures and liaise with the approved suppliers to ensure that the relevant paperwork is up to date at all times.
· Conduct daily, weekly and monthly audits of all areas to ensure that the highest standards of cleanliness are maintained at all times 
· Carry out stock inventories to ensure adequate supplies are maintained and liaise with the company's designated suppliers to ensure that supplies are ordered in line with company budgets. To assist the Front of House Manager in developing Stock ordering procedures and supervise the replenishment of cleaning store rooms
· Carry out cleaning duties as a ‘working Team Leader’ to ensure that the following duties are carried out by the cleaning team:
· Clean the theatre auditorium, boxes, toilets, dressing rooms, showers, stairs, corridors, ledges, carpets, offices, foyer, bars, glass, brass work and all public areas ensuring a high standard of cleanliness at all times ready for our customers, staff and visitors. 
· Empty litter bins in public areas (both internal and external), offices and back stage areas
· Sweep and mop staff areas and ensure that all rubbish is removed in readiness for the day’s business
· Clean The SPACE, The STUDIO, The LIBRARY and The Lounge to a high standard and assist with the setting up of these facilities for functions and meetings as required
· Manage any customer issues quickly and efficiently and investigate any complaints relating to Housekeeping. Ensure that action is taken where appropriate in line with company procedures and report the outcomes of any investigation to the Front of House Manager.
· Attend regular meetings with the Front of House Manager to ensure that the needs of our patrons are met at all times and to assist with the development of a Standard Operations Procedure manual for the Housekeeping department with a view to enhancing the efficiency and effectiveness of the housekeeping team.
· Organise and assist with the regular deep cleaning of the theatre auditorium and associated spaces. Work with the Front of House Manager to liaise with specialist companies, where required, and schedule this work around the theatre’s programme.
· Inspect the condition of furniture and fittings for tears, stains and breakages and report any damage
· Identify and report preventative or other maintenance issues in public areas or back stage/ office areas
· Record any items found as per the company Lost Property procedures
· Attend work well groomed as laid down by company standards
· Carry out other reasonable tasks set by the theatre’s management
· Complete departmental rosters using the approved company software and in line with budgets, as set by the Financial Manager and Front of House Manager and in line with business needs
· Effectively communicate with the Front of House Manager, Technical Manager and other key staff both verbally and using email
· Responsible for the opening of the building each morning in line with the theatre’s Lone Working Policy
· Following Training, act as First Aider for the department and Fire Marshall on site until management arrive
· Check departmental timesheets are completed accurately and submit to the Front of House Manager.
· Keep confidential all financial information relating to Blackpool Grand Theatre and all areas of its operations
· Be responsible for ensuring the confidentiality of all information relating to customers, visiting company members and staff in compliance with the Data Protection Act

General
· Comply with theatre’s policies and procedures, security, fire regulations and health and safety policies and legislation
· The post holder will be expected to work in the interest of the Grand Theatre. This may include undertaking other duties provided that these are appropriate to the employee’s background, skills and abilities. Where this occurs, there will be consultation with the employee.
· It is the responsibility of the post holder to comply with Health and Safety and Equal Opportunities at all times.
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	Person Specification

	Post Title:	
	Housekeeping Team Leader

	Department:	
	Front of House

	Section:
	House keeping

	Reports to:	
	Front of House Manager

	Note: 	E denotes essential criteria
	D denotes desirable criteria

	
	

	Education & Qualifications
	E/ D

	Excellent written and verbal communication skills
	E

	Strong computer skills and ability to communicate via email.
	E



	Knowledge
	E/ D

	An understanding of the role and standards required
	E

	An understanding of the COSHH regulations
	E

	An understanding of Health and Safety legislation pertaining to Cleaning
	E

	Minimum of 2 years experience in a housekeeping/ cleaning role
	E

	1 years supervisory experience 
	D



	Skills
	E/ D

	Ability to work unsupervised and organise own work load along with the ability to supervise a small team 
	E

	Ability to work as part of a small team
	E

	High standards of cleaning and presentation of facilities required
	E

	Honesty and reliability 
	E

	High standards of customer care needed
	E

	Flexible, reliable, thorough and hard working
	E

	Willingness to work extra hours if required
	E

	Good general health, no chronic medical condition, i.e. back trouble
	E

	Ability to work under pressure and solve problems
	E

	Security awareness
	D

	Live close to the theatre
	D



	Experience
	E/ D

	Confident and knowledgeable in use of cleaning equipment and materials
	E

	Aware of precautionary measures to be undertaken whilst cleaning
	E

	The ability to work to tight deadlines and prioritise own workload
	E

	Good team worker with systematic approach to duties
	E

	Experience of working in a busy public environment as a cleaner
	D





The Job description and person specification reflect the principle accountabilities of the post holder and identifies the level of responsibility at which he/ she will be required to work. It is not wholly comprehensive or restrictive and in the interests of effective working, the majority of tasks may be reviewed to reflect changing needs and circumstances.
Such reviews and any consequential changes will be carried out in consultation with the post holder.

Equal Opportunities
Blackpool Grand Theatre is committed to the development of positive policies to promote equal opportunities regardless of sex, marital status, colour, race, ethnic or national origin, age, disability, sexual orientation, religion or belief. The principal criteria for selecting a person for a particular job shall be a person’s ability and the requirements of the position in accordance with the job.
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