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Yvonne Arnaud Theatre		  			Date November  2026					
JOB DESCRIPTION:						Director of Operations 

	JOB TITLE
	Director of Operations 

	CONTRACT STATUS

	Permanent, full-time


	SALARY
	£50-55K depending on experience 

	HOURS
	The usual working day is 9.30am -5.30pm. Monday to Friday 

This is a Senior Management position and the postholder is expected to undertake some evening and weekend work as required to monitor and oversee those services under their management and to represent the Theatre at functions and events.    


	RESPONSIBLE TO

	Director and Chief Executive


	RESPONSIBLE FOR 
	Front of House and Box Office
Buildings & Facilities
Catering
Human Resources
Environmental Sustainability
IT 


	OTHER KEY WORKING RELATIONSHIPS

	Internal: 
Director of Finance 
Director of Development 
Head of Creative Learning
Head of Production and Technical Manager
Board of Trustees


	
	External: 
Audience Members and  Theatre Visitors
Local and Unitary Authorities and Councils 
Town Centre Forum and BID, local venue groups  
UK Theatres




JOB PURPOSE

To ensure the delivery of effective and efficient operations across  key areas of customer facing, front of house and administrative activities, ensuring  that audiences, customers, stakeholders and staff receive a high quality experience. 
The Operations Director is a member of the Executive Team; they work at a senior level, taking on responsibilities across the organisation for people, processes, compliance and their growth, ensuring that all aspects of operations at the theatre work together seamlessly and effectively to deliver the theatre’s  vision and values. 
  
This is a role for a strategic doer, keen to implement sensible systems that deliver and bring out the best from people, who will be a visible presence around the theatre, available for problem-solving.

DUTIES AND RESPONSIBILITES 

· Ensure that all areas of the theatre’s customer facing operations meet the need of the theatre’s audiences and customers, providing excellent positive customer experience. 

· Lead on workforce planning and implementation for the areas under line of management, keeping  existing operations under review and identifying areas for continuous improvement. 

· Line management of Front of House, Box Office, Catering and Buildings and Facilities.  Developing  those staff under direct line of management so that they are motivated and trained to carry out their responsibilities to the required standard.

· Establish, monitor and evaluate agreed policies, procedures, objectives and targets for each of the areas under line of management.

· Ensure delivery of all services under line of management within agreed budgets.

· Undertake budget preparation, execute effective budget management and maintain accurate financial records. 

· Support the Buildings and Facilities Manager to ensure that the policies, procedures and practices of Health & Safety and Environmental Sustainability operate effectively across the whole of the Theatre.

· To support the Buildings and Facilities Manager with the contracting and management of IT provision.

· Manage day to day employment and HR matters across the whole of the theatre (keeping up to date with changes in employment law, ensuring compliance with HR policies and procedures; maintaining accurate records; dealing with employment problems; keeping the Staff Handbook up-to-date and being first point of contact for any staff HR queries).

· Lead the Theatre’s Health and Safety Committee and the Green Group. 

· Act as the main advisor on all issues relating to operational matters, keeping abreast of the latest legal, regulatory and best practice developments  e.g. Martyn’s Law and similar. 

· Support the Chief Executive and Finance Director in developing a dynamic and welcoming company culture and values.

· Prepare information for internal reports, including Board reports as required.

· Attend Executive Team meetings, Heads of Department meetings, chair Operations meetings and attend Catering Board Meetings and other Board Meetings as required.



Other 

· Demonstrate an understanding of the Theatre’s values, ethos and mission and to promote these through everyday practice in the role.

· Comply with all legislative, regulatory and policy requirements as appropriate. 

· Comply with the Theatre’s Financial Regulations and financial management procedures.

· Demonstrate the value and importance of equality and diversity in every aspect of the Theatre’s work and show commitment through everyday practice in the role.

· Work continuously to improve individual knowledge, skills and behaviours for the current role and for the longer-term, gaining appropriate professional qualifications/accreditation and maintaining membership of appropriate professional bodies as appropriate.

· Participate in Theatre events including when these are held in the evenings, at weekends or otherwise outside of normal working hours.

· Support and engage with the work of the Creative Learning Department.

· Undertake such other duties as may reasonably be required from time to time.
PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	SKILLS / ABILITIES
	· Able to lead, motivate and maximise the strengths of both individuals and teams. 
· Excellent planning, prioritisation, problem-solving and decision-making skills.
· Excellent inter-personal skills, with the ability to build strong professional relationships both internally and externally.  
· Excellent written skills, with an eye for detail.
· Ability to communicate effectively at all levels and in a variety of situations. 
· Excellent budget management skills and financial record keeping. 
· Ability to work effectively as a member of the Senior Management Team.    
	

	KNOWLEDGE

	· Thorough understanding of the areas under line of management.  
· Knowledge of the law, policy and practice for employment matters; health and safety; and environmental sustainability, keeping up to date in changes/trends/requirements in these areas.

	· An existing network of individuals in similar roles 
· Knowledge of CRM systems (the theatre uses Spectrix).


	QUALIFICATIONS
	· Educated to degree level or equivalent professional experience. 
	· Membership of an appropriate professional body. 

	EXPERIENCE

	· Leadership experience at a senior level in a comparable post.
· Working across multiple departments.
· Working in a theatre or performing arts organisation.
· Management experience in at least two of FoH/Box Office, Catering, Building and Facilities, HR.
· Experience of managing and developing small staff teams.
	






How to apply

If you would like to have an informal discussion, please call  Joanna Read on tel.  01483 443 903.

Application is by completing the Job Application Form,  covering letter outlining your experience and why you are suitable for the role and Equal Opportunities Monitoring Form. You may include an   optional CV if you wish. 

Please email your application to eswayne@yvonne-arnaud.co.uk

The closing date for applications is noon on the 7th December. 

Interviews will be no earlier than the week of the 14th December. 


Data Protection – If you apply for a job or work experience at the Yvonne Arnaud Theatre, we will need to collect certain personal data and special category data as part of your application. By providing information within your CV and covering letter, you are consenting to its use for the purpose of processing your application and assessing your suitability to the position applied for. If your application is unsuccessful, our policy is to delete/destroy the application six months after the closing date. If we feel that your details would be useful to keep for a longer period, should an appropriate position arise in the future, we will seek your permission to maintain these records for longer than six months.


Notification – Whilst it is normally our policy to notify applicants as to the outcome of their application as soon as possible after the closing date, it is not always possible to do so. If you have not heard from us within four weeks of the closing date, please assume that your application has not been successful.tel. 
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