
SCARBOROUGH BOROUGH COUNCIL 
 

 
JOB DESCRIPTION 
 
 

 

VENUE SERVICES  
 
Designation: SCARBOROUGH SPA 
 
Effective from:   

      
Designation: - Duty Manager – Scarborough Spa 
 

Main Purpose of the Job: 
 
To assist the venue Management through the effective and efficient day-to-day running 
and delivery of the facilities, entertainments & functions provided by the Service and to 
ensure that the front line operation provides excellent customer service. 
 
Responsible to Events Manager for the following: - 
 

1. To cover duty management shifts at peak/busy times as the business needs 
demand.  
 

2. To promote the Council’s Core Values through personal behaviour and by 
challenging behaviour in others that is contrary to the Core Values. 
 

3. To work with the site appointed Health and Safety Officer ensuring that the day to 
day operations of the venue adhere to the Council’s health and safety policy and 
procedures at all times. This includes keeping up to date with current guidelines, 
procedures, regulations and undertaking training as required. 

 
4. To ensure all building checks and safety checks are carried out and recorded for 

audits and inspections. 
 

5. To ensure that all regulatory legislation relating to health and safety and relevant 
hygiene legislation is adhered to at all times. 

 
6. To ensure the correct use of equipment/cleaning materials in accordance with 

Health & Safety/COVID-19 Practises and COSHH Regulations. 
 

7. To be alert to fire hazards, accident situations and the general wellbeing of users 
whilst in the building/carriages. To ensure fire exits are free of rubbish and 
obstructions at all times. Act as Fire Marshall in the event of an emergency 
evacuation. 

 



8. To follow established procedure to report accidents, unusual incidents, and 
maintenance issues. 

 
9. To ensure that excellent customer service is provided at all times by ensuring that 

courteous and positive attitudes are presented and that any complaints, comments 
are dealt with quickly and efficiently. 

 
10. To help develop and work in a strong team of duty managers within the venue which 

can deliver a high level of customer service through both leadership and 
management of their responsibilities. 

 
11. To assist the Events Manager with staff rotas for events as required. 

 
12. To attain a first aid qualification and deliver first aid for both customers and staff as 

and when required. 
 

13. To support the senior management team with delivering and co-ordinating front line 
staff across all departments.  
 

14. To report any staff or operational issues to the relevant department manager. 
 

15. To ensure every opportunity is exploited to increase income and reduce costs in 
line with Council procedure and policy.  
 

16. To assist in maintaining effective control of staff expenditure, in accordance with 
agreed budgets and Council procedures, to achieve optimum financial efficiency. 
 

17. To purchase equipment and supplies as required in the prescribed manner, with 
correct authorisation and within agreed budgets. 
 

18. To encourage repeat customer business through the effective day to day 
operations of the venue, including the delivery of events. 
 

19. To ensure the smooth running of the day and night operation – this may include 
late/over-night work. 
 

20. To deliver departmental training as and when required.  
 

21. To ensure all maintenance requirements are identified, reported and completed 
promptly. 
 

22. To be a designated key holder and respond to emergencies as and when required. 
 

23. To manage staff working within agreed procedures and to appropriate standards; 
including monitoring work performance, timekeeping and general discipline. 
 

24. To assist where necessary with cashing up and the issue of floats as appropriate 
and complying with the Council’s cash handling procedures. 
 

25. Presentation standards; to be smart and presentable at all times. 
 



26. Help to maintain H&S Audit, ensuring areas of specific responsibility are fully 
complete.  
 

27. To complete all event checksheets, ensure external contractors have completed 
appropriate paperwork and communicate any last minute recharge costs to the 
Events Manager/Finance Manager. 
 

28. To undertake any other duties that are appropriate to the post. 

The Post holder will be expected to be flexible and provide cover in the absence of 
colleagues, as required, and undertake such other duties considered appropriate by 
Senior Managers. 
 
Because of the nature of the duties and responsibilities of the post, there is a 
requirement to work in excess of the basic number of days and hours, with additional 
attendance being necessary beyond the standard times at night and weekends. 
 
The role will initially be based at one venue, but the job holder may be expected to work 
at any other SBC venue as and when required. This will ensure individual professional 
development and will also create a broad base of organisational knowledge.  
 
This is not a complete statement of all duties and responsibilities of this post.  It contains 
only facts necessary to rate this standard job at the resultant responsibility level. 
 
  



PERSON SPECIFICATION 
DUTY MANAGER 

 

  
ESSENTIAL 

 
DESIRABLE 

 

 
Education and     
Key Knowledge 
      

 
Educated to a good standard to 
include good basic skills in English 
and Maths. 
 
Working knowledge of Health and 
Safety and Hygiene regulations 
including COSHH. 
 
Competent user of relevant software 
e.g. Microsoft Office (Word, Excel, 
Outlook). 
 
An understanding and appreciation of 
the basic procedures, disciplines and 
protocols involved in venue 
management  
 
 

 
Ability to drive and hold a 
current driving license. 
 
Health and Safety/COSHH 
Certificate. 
 
Experience of first aid and/or 
recognised first aid 
qualification 
 
Knowledge of basic building 
systems, BMS heating, 
Lighting systems, CCTV and 
intruder alarm systems, Fire 
Alarm Panels. 
 
To hold SIA badge 
 

 
Relevant Skills and 
Experience 
 

 
Experience of managing/supervision 
of staff. 
 
Experience of delivering large events 
 
Experience of implementing 
objectives in a venue/theatre context. 
 
Experience of co-ordinating 
resources in a busy venue. 
 
Able to successfully manage and 
motivate a large team of employees.  
 
Ability to liaise with visiting companies 
and performers.  
 
Ability to monitor health and safety 
issues and risk assessments.  
 
Excellent attention to detail, planning 
and organisational skills. 

 
Experience of working within a 
busy customer focused 
environment. 
 
Ability to present a 
professional, friendly, warm 
welcoming image. 
 
Experience of working shifts 
including evenings, overnights,  
weekends and bank holidays 
 
Knowledge of Entertainment/ 
Conference industry. 
 

Experience of working in an 
entertainment facility in a 
supervisory or management 
capacity. 

Experience in working in a 
conference / event facility. 

 



  
ESSENTIAL 

 
DESIRABLE 

 

Experience of organising and 
prioritising a demanding workload to 
tight deadlines 

Effective customer service skills. 

 
Effective communication and 
interpersonal skills. 

 
Experience of working without 
constant supervision and as part of a 
team. 
 
Ability to deal with challenging 
situations. 
 
Enthusiastic and self-motivated. 
 
Willingness and ability to work with, 
and support team effectiveness. 
 
The ability to be confident and 
positive when dealing with complaints 
and difficult situations.  
 
Able to self-motivate, use own 
initiative, multi task and work calmly 
under pressure.  
 
High attention to detail and consistent 
high standards 
 
 

Planning and 
Organising 
The ability to plan, 
prioritise and organise 
work activities, 
including ensuring the 
adequate allocation of 
resources. 
 

Establishes clearly defined terms of 
reference for own work area and 
reviews progress regularly against 
agreed milestones. 
 
 

Prioritises effectively, plans 
ahead to meet deadlines, 
anticipates potential difficulties 
in managing workload and 
identifies solutions. 

 

Work Collaboratively 
The ability to work 
collaboratively, both in 
teams and with 

Works actively with others within the 
team to solve work-related problems 
and to achieve team goals. 

 

 



  
ESSENTIAL 

 
DESIRABLE 

 

partners, both inside 
and outside the 
organisation, to 
achieve common 
goals and to improve 
the quality of service. 

Is open and honest with colleagues 
and honours commitments made. 

 
Treats people fairly and with respect. 
 
Is responsive to the needs of others 
and makes time available to support 
team members. 

 
Key Competencies 
 
Customer Focus 
The ability to work 
collaboratively, in 
teams and with 
partners, both inside 
and outside the 
organisation, to 
achieve common 
goals and to improve 
the quality of service. 
 

 
 
 
Understands who the service’s 
customers are, and their relevant 
requirements from own area of 
operations and its services. 
  
 
Contributes to establishing clear 
customer service and quality 
standards for the service. 
 
 

 

 
Personal 
Effectiveness and 
Development 
The ability to take 
responsibility for your 
own actions and 
behaviour, maximising 
your effectiveness, 
including being aware 
of the impact of your 
behaviour upon others 
and demonstrating a 
commitment to 
continuous self-
development. 
 

 
Strives for continuous improvement, 
achieve high standards. 
  
Takes personal responsibility for 
making things happen.  
 
Manages own time well, prioritising 
work effectively. 
 
Seeks out and acts upon feedback 
upon own performance.  
 
Accepts constructive criticism 
positively.  
 
Takes responsibility for own 
development, actively seeks out 
opportunities for self-development. 
 
Understands the impact of own 
behaviour upon others and responds 
accordingly. 
 
 

 

 



 
 
 
 
 

  
ESSENTIAL 

 
DESIRABLE 
 

 
Key Competencies 
Continued 
 
 
 
 
Communication 
The ability to use 
interpersonal skills to 
communicate clearly 
and concisely, 
including the ability to 
recognise and 
understand the 
feelings and concerns 
of others. 
 

 
Works towards developing a 
customer focused organisation which 
understanding and meets the needs 
of Customers and improves customer 
service. 
 
The ability to use interpersonal skills 
to communicate clearly and concisely 
including the ability to recognise and 
understand the feelings and 
concerns of others. 
 
The ability to work collaboratively 
both in teams and with partners both 
inside and outside the organisation to 
achieve common goals and improve 
the quality of service. 
 
Takes time to listen to what others 
have to say. 
 
Presents information clearly, 
concisely, objectively and accurately.  
 
Listens actively, asking questions and 
clarifying points to check 
understanding. 
 
Shares important information 
promptly with all those who need it. 

 

 
Special 
Requirements 
 

 
Flexible approach to duties, hours 
and location. 

 
Availability to work flexible daytime, 
evening and weekend shifts.  

 
Able to work flexibly according 
to the needs of the service. 
 

 
Equality 

 

 
Acceptance of and commitment to the 
principles underlying the Council’s 
Equal Opportunities Policy. 

 

 


