 
[image: image1.png]r'lr/

z///////// A’:




Front of House Volunteers – Role Description

Title: Front of House Volunteer

Location: Towner

Reporting To: Operations & Visitor Services Manager (Or Duty Manager)

What does the role involve?

Front of House Volunteers are very much the public face of Towner.  They are the visitor’s first and sometimes only interaction with Towner and therefore they play a crucial role in the gallery’s success.
They work alongside and support Gallery Assistants and will have particular responsibility for: 
· Meeting and greeting visitors to Towner

· Orientating and informing visitors in order to help them to make the most of their time at Towner

· Dealing with enquiries from the general public

· Providing up to date and accurate information and interpretation about current exhibitions and Towner facilities and activities
· Promoting Towner membership
· Providing information about the local area

· Positively handling visitor queries and feedback

· Monitoring the gallery and exhibition space as well as all visitor facilities and reporting any difficulties or defects

· Interacting with visitors throughout their stay, helping them to have a ‘welcoming and thought provoking’ experience
· Working closely with the Gallery Assistants in their area, assisting with the general safety and security of visitors and the works of art
· Understanding all emergency procedures and your role, using radio communication when appropriate

· Participating in regular staff and volunteer meetings, briefings and training sessions in order to support continuous service improvements and to maintain a good knowledge of contemporary and historical art, in the context of increasing public understanding and enjoyment of Towner

Volunteers will not be responsible for: 
· Cash handling and working on the tills

Key Skills and qualities required for the role: -

· Excellent standard of customer service and a willingness to learn and deliver Towner’s core values (‘enthusiastic, engaging, informative, accessible’)

· A proactive attitude and a willingness to help visitors to understand and enjoy the galleries and exhibitions

· A willingness to acquire knowledge about Towner – its exhibitions, collection and facilities

· Excellent communication skills

· Confidence talking to the public and handling a variety of visitor situations

· Ability to work under minimal or own supervision

· Excellent observation skills

· Ability to work as part of a Front of House team

· Flexible, reliable and punctual

· Calm under pressure, patient and tolerant of and responsive to individual needs, requirements and preferences
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Towner Volunteer application form
If you are interested in becoming a Volunteer at Towner, please complete this form.

Personal Details

Name………………………………………………………………………………….
Email…………………………………………………………………………………..
Telephone number……………………………………………………..........................
Address……………………………………………………………………………….
…………………………………………………………………………………………
Emergency contact name & number……………………………………….
…………………………………………………………………………….

Availability

Preferred days/times for shifts

…………………………………………………………………………….

Personal Information

Please explain why you would like to become a volunteer at Towner:

………………………………………………………………………………………….
………………………………………………………………………………………….
………………………………………………………………………………………….
Please list any skills and relevant experience you could bring to the role:

………………………………………………………………………………………….
………………………………………………………………………………………….
………………………………………………………………………………………….
Referee

Name…………………………………………………………………………………..

Relationship ……………………………………………………………….
Email…………………………………………………………………………………..
Telephone number……………………………………………………...........................
Address………………………………………………………………………………..
……………………………………………………………………………………….....
Miscellaneous
From what source did you learn about volunteering at Towner?

……………………………………………………………………………

Further information

Volunteers at Towner are required to complete a (CRB) Criminal Record Bureau check form, which will be supplied by Towner during the recruitment process. 

Return your completed Towner Volunteer form by handing it in at the Welcome Desk at Towner or posting to:

Karen Mitchell
Operations & Visitor Service Manager 
TOWNER 
Devonshire Park, College Road, Eastbourne, BN21 4JJ 
Alternatively, you can return the form by email to karen.mitchell@eastbourne.gov.uk
If you require large print or any assistance with this form please contact Karen Mitchell (details above).


THANK YOU for applying to be a Towner Volunteer!  Volunteers play a vital role in the operation and we always appreciate your support.
In return, you will receive a discount in the shop, have access to the wealth of experience in the Towner team and be part of an inspirational and award-winning centre of excellence for visual arts in the South East!
…………………………………………………………………………….

For Office use:

Date application received: 


Date contacted: 

Interview date: 



Start Date: 

Non acceptance:



Referee contacted:
_1322394034.bin

