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Warwick Arts Centre presents three seasons packed full of the best in contemporary theatre, music, dance, comedy, film, live literature and visual art. It has a buzzing atmosphere which is why we need enthusiastic Stewards who will help maintain our high standards of customer service.
The opportunity is rewarding with Stewards having the opportunity to watch live performances and live screenings as they steward them.  It is also very enjoyable, and offers the chance to meet over 175 like-minded people, as well as gaining excellent experience within one of the country’s largest arts centres.

General Duties

Stewards are the first point of contact for visitors to Warwick Arts Centre. Therefore you should be friendly, efficient and welcoming. You will answer any enquires as well as dealing with problems as they arise. Stewards are also required to check all tickets and offer a warm welcome to our visitors.  As part of the Front of House team stewards are responsible for visitor safety. Each shift you will check the venue that you are based in to ensure we adhere to all Health and Safety regulations and be confident in all evacuation procedures. Stewards are overseen by the Duty Manager and Head Stewards on every shift. 

The majority of performances are in the evenings, although we do also have some shifts during the day so you can easily fit your shifts around studying for your degree. There are often matinee performances, daytime conferences, and education events that need stewarding in addition to our artistic programme. Please note that you may occasionally be asked to stand for part/all of a performance/shift depending on the needs of a particular show.
Uniform

Stewards must be smart and identifiable at all times. We ask that you provide your own smart black trousers (no jeans) or black skirt and black shoes (no trainers). The Warwick Arts Centre will provide you with a polo shirt and name badge each time you work. We ask that you wear your own top underneath these to help with washing, which needs to be black if it has long sleeves.
Volunteering for shifts
An online, volunteer rota system is in operation, which allows stewards to choose their own slots, and hence you can choose which shows you see and when, so that it fits around your timetable. We ask that you take a stewarding shift at least once a week, although you are more than welcome to steward more regularly. If you have signed up for a shift and cannot attend for any reason it is your responsibility to find a steward to replace you.

Training

There will be training sessions held throughout the course of the year and initial induction training when you begin volunteering with us. Details of locations and times will be sent out to the successful volunteers.
Expenses

Warwick Arts Centre is committed to ensuring no volunteer is left out of pocket as a result of volunteering. All reasonable expenses incurred by volunteers will be reimbursed. Please refer to our expenses policy. 
· Expressions of interest forms will be accepted until Friday 5th October 2018.  Expressions of interest form can either be completed online, downloaded and returned via email to jointheteam@warwick.ac.uk or returned to the Box Office as a hard copy. Expressions of interest forms must be fully completed to enable us to give them full consideration. Please be aware that the form includes a few long answer questions that you will need to think about before you respond. Please allow time for this when starting any online form.
· Volunteers who are invited along to discuss the opportunity will be contacted via email.  Please ensure that you check your emails.  Potential volunteers will be asked to attend a session on the 29th September or Saturday 6th October 2018.  All potential volunteers will receive an e-mail to inform them if they have been successful in gaining a volunteer role at Warwick Arts Centre.  
· Sessions will be held on the 29th September and 6th October 2018 between 10am-5pm. More information regarding sessions will be sent to successful volunteers. The sessions will be in the style of an assessment centre and will involve fun activities and group work, and are likely to last 60 minutes.  Please ensure that you bring with you your passport or other form of identification.  
If you require any further information please contact the House Management team at jointheteam@warwick.ac.uk
Thank you for the interest you have shown in stewarding at Warwick Arts Centre.
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Performance Steward Role Description

Title: 

Performance Steward 

Department: 

Front of House, Warwick Arts Centre

Responsible to: 

Duty Manager, Head Stewards

Purpose:
To welcome audiences and check tickets, delivering high standards of service and maximise customer experience.  Ensure an accessible and safe environment for our customers. Stewards are based in the auditoria and foyers to receive, support and inform customers.

Main Duties

1. To consistently deliver excellent customer service (SPARKLE) to all Arts Centre users.  

2. To extend our welcome to all Arts Centre users and show that the arts are amazing.  

3. To help ensure that all audiences are led safely out of the building during an evacuation.

4. To attend a briefing with the Duty Manager, Head Steward or Operations Assistant at the start of the shift.  

5. To help with enforcing licensing rules, including making all relevant safety checks of gangways and fire exits and to carry out evacuation procedures when required.

6. To check tickets and direct customers to their seats.

7. To show latecomers to their seats.

8. To help ensure all FOH areas are tidy and clean.

9. To assist with access related issues, general customer queries and provide information required about our performances.  

10. To engage with our customers and build positive relationships to ensure they will return to the Arts Centre.  

11. To hand out leaflets and flyers at the end of shows to promote upcoming shows.

12. To assist the wider front of house team in ad hoc duties and tasks.  

13. To collaborate with colleagues from all departments both within the Arts Centre and across the wider university.  

14. To regularly sign up (2 per week within term time) to performance stewarding shifts to support the operational efficiency of the front of house team.  

15. To fully understand and operate within the Warwick Arts Centre health and safety and customer service policies and procedures.  

16. Attend regular training sessions in order to fulfil the role of Performance Steward.  

17. To represent Warwick Arts Centre and the Front of House team in a positive way both within the building and when not on duty.  

18. To promote and comply with Warwick Arts Centre policies on equal opportunities, dress code and health and safety, both in the delivery of service and in the treatment of others.  

Duties Specification

Essential

1. To have a good understanding of customer care
2. To have an interest in and enthusiasm for the arts 
3. To have the ability to help with an emergency evacuation
4. To be reliable and punctual
5. To have a courteous, friendly and professional manner
6. To have good communication skills
7. To be presentable, positive and versatile
8. To have good team working skills
Desirable

1. To have previous relevant work experience
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If you are interested in joining the team of volunteer performance stewards, please complete the form below and return via email to jointheteam@warwick.ac.uk or to the Box Office at Warwick Arts Centre. 

For more details on volunteer process please see the attached general information sheet. Please detach information sheet before handing in the expression of interest form.
If you prefer you can apply online at http://www.warwickartscentre.co.uk/students/work-and-volunteer/
Warwick Arts Centre’s licence requires that all stewards are aged 18 or over.

Will you will be aged 18 or over on 8/10/18?  
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
PERSONAL DETAILS

	Title: 
	
	Term Time Address: 

	First Name: 
	
	

	Surname: 
	
	

	Preferred Name (for badge): 
	
	

	Email: 
	
	Contact Telephone: 

	
	
	Warwick Student ID Number: 


*The email address provided above will be used to create an account for volunteers on our online rota system. Please choose the email address you wish to use.

If you are a University of Warwick Student, please complete the following table:





	Undergrad/Postgrad
	University Department
	Year of Studies
	Leaving Date

	UG
	Maths and Stats
	1
	2
	3
	4
	June
	‘18
	‘19
	‘20
	‘21

	
	
	1
	2
	3
	4
	June/Sept
	‘18
	‘19
	‘20
	‘21


Please give brief details of previous relevant experience. Include all paid and voluntary work.

(If you require more space please attach an additional sheet of paper).

Employer's Name
    
 Role Title              

Description of Duties

Date from/to
What makes excellent customer service?  
Why do you want to be a volunteer steward?  What qualities will you bring to our stewarding team?
What relevant skills and experiences can you bring to the team?

(Please address the criteria in the duties specification and continue on a separate sheet if necessary)

I confirm that to the best of my knowledge and belief all information given on this form is correct

Signed: 





Date: 



Thank you for the interest you have shown in working at Warwick Arts Centre.

This data protection statement refers to the data held by the Front of House Department of Warwick Arts Centre on its database of stewards. If you have a query regarding the data we hold please contact the Duty Manager (frontofhouse@warwick.ac.uk)
Your data is securely held and will be treated confidentially and appropriately in carrying out the ongoing business of the University. The data is for the use of the University of Warwick and will not be disclosed to external organisations, other than those acting as agents for the University. Data will be used for a full range of activities including but not limited to contacting stewards; recording absences; as information to inform references and to keep in contact with our leavers via DARO. Under the terms of the 1998 Data Protection Act and Data Protection Act 2018 you have the right to object to the use of your data for any of the above purposes.  If this is the case please contact the individual named above. Data held by Warwick Arts Centre is also subject to the central University Data Protection Policy 
The University of Warwick provides an inclusive working and learning environment, recognising and respecting every individuals differences. We welcome applications from individuals who identify with any of the protected characteristics defined by the Equality Act 2010.
Arts Centre Volunteer Performance Stewards 
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Please Detach and Retain
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