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Lighthouse Volunteer Ushers
Liverpool Lighthouse Ltd is a charity with an arts and community venue in North Liverpool with a 430-seat auditorium, recording studios, dance studio, plans to develop a community cinema, activity spaces and with a subsidiary charity Bright Park; a 6-acre park. As a black-led organisation with a core Christian ethos, Liverpool Lighthouse is the only urban gospel music centre in the UK and has a commitment to creative engagement and wellbeing. Liverpool Lighthouse aims to be a Creative Sanctuary for our local communities, vulnerable people and artists across the city. The charity’s track record of work with communities including families, young people, elders and refugees and asylum seekers was recognised by the Chamber of Commerce Charity of the Year Award 2018. 

Liverpool Lighthouse aims to be a beacon of light to the most vulnerable and to work with our communities to transform our city. Part of this mission is being a vibrant venue for arts and culture in north Liverpool and a home for the city’s artists. Our volunteers are crucial in this mission and work alongside staff to achieve it.  Volunteer Ushers support shows, screenings and events. They are a welcoming face to the venue and work to ensure audiences have a safe and positive experience at Liverpool Lighthouse.
In working with volunteers, Liverpool Lighthouse aims:

1. To support volunteer development: we know volunteers have many reasons to volunteer including volunteering being a stepping-stone in their development or employability. To support their development, we identify training and development opportunities with our volunteers

2. For volunteers to feel part of a community of people: a designated line-manager is provided for each volunteer for regular supervision and to update on company communication. We support opportunities for staff and volunteers to come together for training and social events 

Events at Liverpool Lighthouse vary in dates and times. There is flexibility in terms of when volunteers choose to work.

Volunteers at Liverpool Lighthouse require an enhanced check from the Disclosure and Barring Service (DBS) due to the work with vulnerable people before starting work (the check can be administrated by Liverpool Lighthouse).  

www.liverpoollighthouse.com
Volunteer Usher Job Description
Reports to:

Duty Manager 


Location:

Liverpool Lighthouse      

Hours:               
Includes evening and weekends 
	Purpose of Role

	To offer a friendly and efficient point of contact for all audiences, visitors and staff

To deliver a seamless and excellent experience for all our audiences

Maintain a safe working environment with particular regard to the health, safety, welfare of yourself and other people and to be vigilant and active in promoting a safe environment including COVID safety

	

	Main Duties

	Shows
· Direct/assist visitors to the event space, collecting tickets if required.
· Upsell programmes, drinks, ice creams, sweets and merchandise and being responsible for income from these sources and the completion of paperwork.
· Support licensing rules, including making all relevant safety checks of gangways and fire exits and reporting issues to the Duty Manager.

· Assist in the evacuation of the audience via the fire exits should the need arise. (The evacuation will be led by the Duty Manager).
· Keep clean and tidy Front of House areas, including checking and tidying all front of house areas pre-show, and the removal of rubbish and lost property post show and reporting any issues to the caretaker.
Food & Beverage 

· Duties include: upselling of drinks (non-alcoholic) and snacks, clearing rubbish, making tea/coffees, restocking fridges, working quickly to meet the needs of the audience pre-show, in advance/during the interval and cleaning tasks. 
Events

· Duties include; setting up and clearing away of events.  This involves the manual handling of chairs and tables 

Audience Experience

· Maintain the highest level of customer service and presentation at all times; for internal and external customers

· Working towards promoting diversity, inclusion and access for all

· Provide audiences with relevant information and opportunities to purchase additional items to enhance their experience (including offering merchandise, travel information etc.)

· Maintain an up-to-date knowledge of Liverpool Lighthouse activity and programme
· Act as an ambassador for Liverpool Lighthouse
Team Working and Management

· Attend training and staff meetings; where requested and by agreement

· Other duties as appropriate as a volunteer, in line with the needs of the organisation



	General

	· Perform your role in accordance with Liverpool Lighthouse Volunteer Handbook

· Comply with all Health and Safety legislation, the Data Protection Act 

· Liverpool Lighthouse is committed to the safeguarding of children and people to whom we have an enhanced duty of care, and therefore may at their discretion require any member of staff to submit a satisfactory enhanced check from the Disclosure and Barring Service (DBS), depending on the activities they are carrying out.

· Liverpool Lighthouse is committed to diversity and equality and expects all staff to be active in promoting diversity and to adhere to Liverpool Lighthouse Equal Opportunities Policy
This Job Description is indicative and not exhaustive, and it will be reviewed regularly 


 Person Specification:
	Skill / knowledge
	Essential
	Desirable

	Aged over 18 years of age (a licensing requirement)


	√


	

	Good understanding of customer care


	√


	

	Passion for working with people


	√


	

	Calm, confident and helpful manner

	√


	

	Reliable and with a positive and enthusiastic approach to work

	√


	

	Good communication and listening skills
	√


	

	Self-motivated with the ability to take initiative where appropriate and work under direction


	√


	

	Ability to work and contribute as a member of a team with flexibility, commitment and excellent time keeping


	√


	

	Ability to problem solve and to be flexible


	√


	

	Cash handling experience
	
	√



	Previous experience in similar role


	
	√
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