
VENUE OPERATIONS
MANAGER

RECRUITMENT
PACK 



Thank you for your interest in becoming a part of the brilliant team at Watford Palace Theatre. 

In this pack you will find background information on Watford Palace Theatre, the job
description and personal specification. Below is the information on the recruitment process
and what you need to do to apply. 

HOW TO APPLY: 
Send an up to date CV and covering letter via email to samantha@watfordpalacetheatre.co.uk
with the subject line  VENUE OPERATIONS MANAGER. If you have any questions, please
email Samantha Ford with your contact number and a convenient time to call. 

CLOSING DATE: midnight 6  September 2026th

FIRST INTERVIEWS: w/c 13th September 2026
SECOND INTERVIEWS : Monday, 20th September 2026

VENUE OPERATIONS MANAGER
JOB DESCRIPTION AND PERSON SPECIFICATION
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WPT is a vibrant, inclusive, and ambitious producing theatre with a proud history of
making high-quality work that is entrtainment inspiring and representative of the
diverse communities we serve.   From award winning productions in our 600-seat
Edwardian auditorium, to festivals, national touring and innovative youth arts
programmes, we are proud to be known as the region’s Palace of Entertainment. 

OUR MISSION:
Entertaining:  A great night out. The best shows. Something for everyone.
Inspiring: Bringing the world to Watford through theatre, comedy, cabaret, drag,
dance, stand-up, film and more.
Representing: Taking Watford to the world through careers in the arts, skills,
training and touring.

ABOUT WATFORD PALACE THEATRE 
Watford’s ‘Palace of Entertainment’ has something for everyone.  

We bring the world to Watford and take Watford to the world

Jack and the Beanstalk, 2025



Reporting to: Head of Business & Community Engagement (Line Manager) and Executive Director
Department: Venue Operations - Front of House & Bars and Venue/Audience Experience
Working closely with: Executive and Leadership Teams : Executive Director, CEO & Director of Programming,
Head of Business & Community Engagement, Director of Finance, Head of Technical Operations, Head of
Marketing & Communications, Senior Producer, Associate Director (Watford Palace Young Company)
Working closely on daily basis with: Building Facilities Manager, Cleaning Contractors, Facilities Contractors,
Security Contractors
Direct Line Management: Front of House Duty Managers, Bar Supervisors, Casual Front of House Team, Casual
Bar Team 
Salary: £40,000 plus 3% pension contribution
Contract: Full-time, permanent. 40 hours over 7 days (Monday to Sunday) and including evening and weekend
working as per the nature of the role. For hours worked over the contractual hours Watford Palace Theatre
operates a TOIL system. 
Location: Watford Palace Theatre 
Holiday: 21 days per annum, plus UK Public Holidays rising to 25 days after 5 years of continuous employment
Notice period: 2 months following a probationary period of 4 months 

Benefits: 
Flexible working arrangements
Complimentary Tickets
Staff Discounts on bars/café and free tea/coffee during working hours
Discounted parking at nearby multi-storey car parks.
Training and development.

VENUE OPERATIONS MANAGER

The Mesmerist, 2026



Watford Palace Theatre is seeking a dynamic, strategic, and hands-on VENUE OPERATIONS MANAGER to
lead the next phase of our audience focused experiences, operations and excellent service at ‘the Palace
of Entertainment’, the Palace Theatre in Watford.
The Venue Operations Manager is responsible for the day-to-day operational management of Watford
Palace Theatre, ensuring that every performance, event and audience experience is delivered safely,
efficiently and to the highest standards.
The postholder will lead the delivery of Front of House and Bar operations, including audience and visitor
experience, hospitality and operational logistics. They will oversee audience- and visitor-facing operations
on the ground, creating an outstanding experience for audiences, artists, visiting companies, commercial
clients and staff.
This is a highly visible role across the organisation and plays a critical part in ensuring that the theatre
operates as a welcoming, inclusive and professionally managed venue every day. The role brings together
audience experience, hospitality, facilities and operational excellence, helping to shape how our spaces
and staff connect, engage with and serve our diverse audiences.
The Venue Operations Manager will ensure that our hosts, facilities and environments enhance the overall
audience and visitor experience, championing excellence and best practice in the way our staff welcome
and support our guests. This includes how the building, stages, spaces, and bars are presented, promoted
and celebrated.
Ultimately, the role will help create an inclusive, inspiring, representative and entertaining spirit that is
embedded across every area of our work, ensuring that Watford Palace Theatre is a place where
audiences, artists, visitors, staff and partners feel welcomed, valued and excited to be.

   

PURPOSE OF THE ROLE

The Merchant of Venice 1936, 2023



Venue Operations
Lead operational delivery of performances, rehearsals, events and hires
Act as senior operational manager on duty
Ensure smooth audience arrival and departure
Coordinate daily operational activity across departments
Reolve operational issues quickly and professionally

Front of House & Bars /  Audience Experience
Manage Front of House operations
Ensure exceptional and excellent customer service/ (Audience Experience)
Oversee Duty Managers and their development
Lead audience management and flow during performances
Ensure  accessible and inclusive visitor experiences
Monitor audience feedback and implement improvements
Maintain excellent presentation standards throughout the building - as hosts to our guests

Duty Management
Act as LEAD Duty Manager, Key Holder and Designated Premises Supervisor and Premises Licence holder for performances
and events.  You will work with a team of other Duty Managers to ensure that ALL performances and events are covered
Responsible for :

Opening and closing the venue
Incident Management
Emergency procedures - including evacuation and in-vacuation
Audience welfare
Artist liaison
Contractor management
Event supervision
Performance reporting (show reports)

Hospitality & Commercial Operations
Support the daily operation of the theatre bars, concessions and hospitality trading offers
Monitor and manage bar performance, product lines and stock levels to maximise spend per head
Work with suppliers to improve costs and our range of product lines
Manage and oversee EPOS back office systems (Lightspeed)
Manage and oversee the audience facing operations with our Box Office system (Spektrix)
Ensure licensing compliance
Assist team with operational delivery of commercial events and venue hires

KEY RESPONSIBILITIES 

Bitch Boxer, 2025



Building Operations - Working alongside the Building Facilities Manager
Take an active role as the Chair of the weekly Operations Meetings
Report maintenance issues and support planned maintenance
Coordinate contractors
Ensure public areas remain safe and welcoming
Assist with operational readiness of the venue

Health & Safety 
Ensure compliance with Health & Safety and emergency procedures 
Take an active role in the WPT cross department Health & Safety Committee
Undertake venue inspections
Complete risk assessments
Support emergency planning and ensure venue compliance with Martyn’s Law
Monitor and manage first aid provision across the organisation

Team Leadership
Lead, motivate and develop :
Duty Managers
Bar Supervisors
Front of House Team
Bar Team
Cleaners
Volunteers (if relevant)

Commercial Hires
Support operational delivery of corporate events and conferences
Private hires, community events and festivals

Responsible for 
Front of House Rotas (PARIM)
FOH & Bar Training
Recruitment support for FOH and Bars
Performance Management
Briefings and De-briefs
Team Communications
Inductions 

The purpose of this document is to provide a general summary of essential responsibilities for the
position and is not meant as an exhaustive list. This document does not reflect all the job duties or
requirements that might adapt, evolve and change due to the skills and experience of 
the successful candidate

KEY RESPONSIBILITIES CONT’D



ESSENTIAL
Experience in a producing theatre or live performance venue
Experience managing operations within a public venue
Experience leading a Front of House team
Experience as a Duty Manager in a public venue
Excellent customer service skills
Strong organisational ability
Experience managing a team
Understanding of Health & Safety
Experience using ticketing/Box Office and EPOS systems
Excellent communication skills
Ability to remain calm under pressure
Flexible approach to weekend and evening working

DESIRABLE 
Personal licence holder
 IOSH and First Aid training
Fire Marshall training
Food Hygiene Certificate
Knowledge of Spektrix
Knowledge of Lightspeed
Knowledge of Martyn’s Law legislation
Experience managing commercial events 

WHY WORK WITH US?
Be part of a brilliant team: Based in one of the leading and most respected arts organisations in the
UK - join a passionate, collaborative, friendly and highly experienced team.
Develop your skills: Gain hands-on experience with opportunities to develop your career through
training and professional development.
Creative environment: Work closely with artists, creatives, and theatre-makers in a fast-moving
and dynamic environment.
Make an impact: Help us connect with audiences and communities through making our venue the
most welcoming, inclusive, and exciting entertainment venue – creating the ‘great night out’
experience.

PERSON SPECIFICATION

Two of Us 2024,     Bugsy Malone 2025,    The SpongeBob Musical Youth Edition 2024 



Everyone at Watford Palace Theatre  is expected to play their part in achieving our goals and
upholding our core values, of ENTERTAINING, REPRESENTING AND INSPIRING, by: 

Committing to creating and upholding a positive, dignified and inclusive culture that nurtures
potential and supports well-being. 
Playing your part in reducing our environmental impact and finding more sustainable ways of
working. 
Encouraging the next generation in live entertainment by contributing to our outreach and
training programmes, including mentoring students and apprentices/trainees, and supporting
our work with Watford Palace Young Company and our Community Partnerships work. 
Having a positive attitude to health and safety, legal and insurance requirements and taking
care to understand our policies and procedures. 
You’ll help us uphold a positive culture around meeting our obligations. We are all expected to
participate actively in the life of the company, and opportunities will arise for you to
collaborate with others across the business. 
Being a positive and proactive custodian to our heritage Grade II listed Theatre building (built in
1908), including our beautiful Edwardian 600 seat auditorium, as well as our other studio
spaces and stages. 
You’ll help us uphold a positive culture around meeting our obligations. We are all expected to
participate actively in the life of the company, and opportunities will arise for you to
collaborate with others across the organisation.

Everyone at Watford Palace Theatre is expected to be flexible and adapt as the needs of the charity
change, taking on new or different responsibilities as the need arises.

WE FULLY RECOGNISE THAT YOU MIGHT NOT MEET ALL THE PERSONAL SPECIFICATION, THIS
IS AN INDICATIVE LIST AND WE ENCOURAGE PEOPLE WITH AN EQUIVALENT LEVEL OF
EXPERIENCE TO APPLY 

Watford Palace Theatre is committed to inclusivity and diversity. We actively encourage
people from a variety of backgrounds with different experiences, skills and stories to join our
organisation. 

WATFORD PALACE THEATRE TEAM COMMITMENT



www.watfordpalacetheatre.co.uk
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