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Job Description: Box Office and Front of House Manager

Location: The Mowlem, Swanage BH19 1DD
Department / Team: Box Office and Front of House
Reports To: Operations Manager
Responsible For: Box office and front of house staff and volunteers
Job Type: Part-Time
Hours / Work Pattern: 25 hours per week, including regular evening and weekend work in line with the performance and events schedule
Salary: £27,495 pro rata for 25 hours per week (£18,330 annual salary)

Main Purpose of the Job
To lead the box office and front of house operation at The Mowlem, ensuring every visitor receives an excellent, welcoming experience from the moment they book a ticket to the moment they leave the building.

About the Role
The role combines hands-on customer service leadership with responsibility for ticketing systems, sales reporting, and managing the front of house and box office staff and volunteers.

Main Responsibilities

Box Office Management
· Oversee the day-to-day operation of the box office, in person, by phone and online
· Be the point of contact for box office operations and the Spektrix system
· Handle group bookings, accessibility bookings and complex enquiries alongside the administrator

Front of House Management
· Lead the front of house team during performances and events when on shift, ensuring a warm, professional welcome for all visitors
· Act as duty manager on selected performance nights, including opening and closing the building
· Ensure the venue is presented to a high standard, reporting any maintenance issues promptly

Health, Safety and Accessibility
· Act as a fire marshal and lead evacuation procedures when on duty
· Ensure front of house and box office operations comply with health and safety, licensing and safeguarding requirements
· Champion accessibility for all visitors, including those with additional needs, ensuring staff are trained to assist appropriately
· Maintain accurate incident reporting and escalate concerns to the Operations Manager as needed

Staff and Volunteer Management
· Train, rota and manage box office and front of house staff
· Support the Operations Manager with recruitment of staff where required
· Recruit and motivate volunteers, communicating with the staff team to rota volunteers into the main staff schedule
· Motivate and support the team to deliver consistently excellent service

Customer Service
· Ensure staff and volunteers adhere to excellent customer service practices
· Gather and respond to visitor feedback to continuously improve the experience
· Promote and support The Mowlem’s membership and donations at point of sale

Administration and Reporting
· Maintain accurate records of ticket sales, attendance and customer data in line with GDPR
· Provide regular reports to the Executive Director on box office performance, audience trends and front of house operations
· Support marketing colleagues with sales data to inform campaigns
· Contribute to budgeting and cost control for the box office and front of house department

Key Skills

Essential
· Experience managing a box office or ticketing operation, ideally in a theatre, arts or entertainment venue
· Experience leading and motivating a customer-facing team, including volunteers
· Confident using ticketing software and standard office IT systems
· Excellent customer service skills and a calm, professional manner under pressure
· Strong organisational skills and attention to detail, particularly with cash handling and reporting

Desirable
· Experience in a small or charitable arts organisation
· First aid and/or fire marshal training (or willingness to train)
· Knowledge of accessibility best practice in customer-facing venues
· Experience working with volunteers

General
· Required to observe and promote The Mowlem’s policies and procedures.
· To be an ambassador for The Mowlem’s activities and events.
· Required to work flexible hours, including regular evenings, weekends, and public holidays as needed to deliver The Mowlem’s programme

To Apply
Email your CV and covering letter explaining why you are applying for the role and how you meet the key skills required. 

Deadline for applications, Wednesday 2nd December at 4pm. 

Applications should be addressed to Bev at The Mowlem: admin@themowlem.com. 

Interviews will take place in person at The Mowlem on Tuesday 8th December 2026.
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