
 
 

Ruddock Performing Arts Centre Casual Assistants required  
from September 2019 

King Edward’s School and King Edward VI High School for Girls 
 
Salary: £8.59 per hour (Grade 1 SCP 1) 
Hours: Casual, to include evenings and weekends 
 
Responsible to: Arts & Events Manager (Line Manager) 
 Technical Manager 
 Arts & Events Assistant 
 
Duties & Responsibilities 
To assist with: 

 Front of House duties 

 Box Office including: 
o Answering enquiries by phone and in person 
o Taking reservations and completing box office transactions 
o Printing and distributing orders 
o Providing excellent customer support 

 Stewarding  

 Bar Service & Supervision 

 Marketing & Promotion 

 Technical support where required 

 Get in and Get Out of events and activities 

 Hire & Event Supervision including checking backstage areas 

 Maintenance of a clean, tidy and safe working & public environment, including some cleaning 
duties as necessary. 

 
Hours  
This is a casual role, and successful applicants will be expected to work flexibly, including weekend and 
evening work. The rota for events cover is usually discussed and negotiated by the staff team well ahead of 
the dates required, but this is entirely dependent on the notice we have of these taking place.  
Hours will be recorded on a Timesheet and paid monthly. 
 
Box Office:  Opening hours are currently between 1-3pm Monday to Friday, we extend these during very 
busy periods. The Box Office is always open for events. 
Box Office shifts will be organised to support the Arts & Events Assistant, and to provide cover where 
necessary.  
 
Performances and events: During busy periods stewarding will regularly be required for our numerous 
events. 
 
Training  
First Aid, Fire Warden Training and Evac Chair training will be provided, if not already undertaken. 
  



 
 
Person Specification 
 
Essential 

 Some experience of working in a customer facing environment 

 Some experience of handling money and customer financial transactions 

 A flexible and adaptable approach to work, including late night, weekend and Bank Holiday working 

 Good all round ICT abilities, (a good working knowledge of Microsoft Office & email) as well as an 
ability to adapt quickly to job specific IT programmes 

 A positive and self-motivated work ethic 

 A professional and friendly attitude when dealing with customers 

 A polite telephone manner, and ability to deal with people face to face, under sometimes 
pressurised situations 

 Good initiative, and an ability to think logically and to problem solve under pressure 

 The ability to work well within a team or independently, and show initiative 

 Strong listening skills combined with the ability to confidently interact with clients 

 A strong customer focus on positive image and professionalism 

 Excellent time management and organisational skills 

 A willingness to learn new skills, and help out on a range of tasks where necessary 
 
Desirable 

 Experience of running or assisting at events 

 Maths & English GCSE 

 A knowledge of health and safety practice 
 
How to apply 
 
To apply for this role, forward a completed application form (available for download at: 
https://kes.org.uk/about-us/vacancies/) and a covering letter addressed to Cathy Moss, Arts and Events 
Manager, outlining why you feel that your skills and experience would equip you to take on this role, by 
email to: recruitment@kes.org.uk   
 
The deadline for applications is midday on Friday 27th September 2019. 
 
You are encouraged to apply early as applications will be considered for interview throughout this period. 
 
If you have any queries about the role or would like to discuss it in more detail, please contact  
Cathy Moss, Arts and Events Manager, by email: cm@kes.org.uk  
 
 
King Edward's School and King Edward VI High School for Girls are both committed to safeguarding and promoting 
the welfare of children and young people and expect all staff and volunteers to share this commitment. All successful 
candidates will be required to undergo an enhanced DBS check. A copy of the Schools’ Recruitment, Selection and 
Disclosure Policy is available on the Schools’ websites. 
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