
 

Duty Manager 
 
 

 

Reporting to: Visitor Services Manager 

Task managing: Visitor Services Assistants: Box Office Assistant, Concierge, Cinema Usher, Gallery 

Invigilator 

 

 

Job Description 
 

Job Purpose 

 Ensure the visitor experience is of the highest possible standard at all times 

 Assist the Visitor Services Manager in ensuring the safe and effective management of the QUAD building 

 Oversee all aspects of the building operations during peak time duty shifts (evenings and weekends). 

 Adhere to all Health and Safety and legally required legislation within QUAD 

 Assist in the ongoing development of the visitor experience at QUAD 

 
Responsibilities 
 Manage the day to day delivery of all aspects of the operational offer including the washroom facilities, 

Box Office, Cinema and Gallery 

 Ensure that the Reception and Box Office are open and suitably staffed for QUAD’s operation and 

where necessary make short notice adjustments 

 Act as an enhanced member of Reception Team when required in order to assist with the sales and 

bookings of tickets and events. 

 Day to day co-ordination of the Visitor Services Team 

 Ensure that all operational aspects of QUAD are sufficient to meet the specific needs of the QUAD 

programme in every shift. 

 Assist and support the Visitor Services Manager when necessary 

 Ensure all safety measures are in place and procedures adhered to, managing evacuation and acting as 

the key contact in an emergency 

 Complete security procedures - opening up / closing down the building, dealing with difficult customers, 

ensuring money is stored securely, setting the alarm and act as the key holder 

 Monitor and control visitor numbers, oversee hires, open and close the doors on time, ensure public 

spaces are clean, equipment working and faults reported 

 Be the key point for information for visitors and QUAD staff 

 Be the key point of contact for visitor complaints 

 In conjunction with the Visitor Service Management, implement and develop the staff induction and 

training programme 

 Effective and committed management of some hire events within QUAD during rostered shifts 

 Complete any other reasonable tasks as instructed by the management team 

 
  



Person Specification  
 

 

 Essential Advantageous 

You have experience of   at least 1 year of working face to 
face with the public  

 leading a team in a manager or 

supervisor role 
 cashing up and reconciling daily 

takings  

 IT systems  
 

 working cooperatively and 
professionally in leading a team  

 computer box office systems  

 

You know about   customer care principles and 

policies  
 health and safety policy and 

procedure  
 

 building management and 

maintenance issues  
 the legal obligations of running a 

building  
 

You are skilled in   approaching visitors in a friendly 
and professional manner  

 communicating clearly and with 

sensitivity, tact and diplomacy  
 identifying individual needs and 

offering advice and assistance to 
ensure an exceptional visitor 

experience  
 evaluating situations confidently, 

following appropriate procedure 

and successfully resolving 
unforeseen problems with the 
support of management  

 

 being well organised and able to 
manage multiple priorities  

 general all-round practical skills  

 

You are qualified in   literacy and numeracy at GCSE, A 
Level or NVQ level of – or 
demonstrating a good level gained 

through equivalent experience  
 

 customer service  
 health & safety  
 equal opportunities  

 

You have   a passion for culture and the 

ability to work as part of a 
creative team  

 an ability to adapt to new 
situations, systems and goals  

 a positive attitude to solving 
problems and be open to 
challenges  

 a flexible approach to working 
practices  

 an understanding and 
commitment to equal 

opportunities, diversity and 
access  

 

 

 


