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NEW FRIENDS… NEW EXPERIENCES… GREAT SHOWS!
Dear Friend

As a volunteer at The Lowry you will operate at the core of our Front of House Team. You will act as an usher, sell programmes and merchandise and ensure health and safety standards are met in our auditoria. The Lowry hosts an array of top quality touring productions from work by the RSC, Birmingham Royal Ballet, English Touring Theatre and Opera North to some of UK’s best stand up comedians and singers such as Dave Spikey and Bill Wyman.
The scheme is very flexible and all that we ask is that you can commit to 3 or 4 shows per month. (Recommended attendance rate)
In return for your help we offer excellent training and development opportunities and the chance to see some great shows. You will also be entitled to free parking and other volunteer advantages as well as reimbursing you for your travel expenses. 

The Lowry VIP is fast one of the largest theatre volunteer programmes in the country having almost 300 members so that’s 300 potential new friends!

We recruit once per year in July. All you have to do is complete the form enclosed and return it to us by the 1st July.  We will then contact you with an informal interview date. 

If you have any questions you can contact me using the contact details above. 
We look forward to hearing from you soon.

Regards
Steve McEachran

Deputy House Manager

Volunteer Usher Role at The Lowry

 

Title: 


Volunteer 

Responsible to:
House Manager and team

Hours:


1 – 2 Shifts a week (3-8 hours)

 

Role Purpose:

To fulfil the central needs of The Lowry patrons’ as part of our Front of House Team. You will provide an usher and fire marshal service for The Lowry’s two theatres and studio, sell programmes and merchandise and assist in other Front of House duties.

Main Duties and Responsibilities:
· To check patrons tickets, ensuring they are in the right theatre on the right day and at the right time 

· To direct patrons to their seats 

· To assist disabled patrons to their seats 

· To assist the House Management team and FOH staff in an evacuation 

· To sell programmes and merchandise pertaining to shows at The Lowry

· To person our cloakroom prior to shows

· To assist the House Management Team with other duties such as accommodating latecomers

· To be an integral part of the theatre’s Health and Safety policy implementation

· To supervise the audience during a performance

· To give feedback to the House Management team to improve the administration and running of the scheme

· To maintain good working relationships with all persons associated with The Lowry and its operations, demonstrating at all times a high standard of professionalism

· To represent the House Management team and The Lowry within and without the building in an informed and articulate manner,
· To promote and comply with The Lowry’s policies on equal opportunities, dress code and health and safety, both in the delivery of services and in the treatment of others.

In the interests of health and safety please bear in mind that to take part in The Lowry VIP you must:
· Be able to stand whilst holding programmes for at least 1 hour (unless you are a wheel chair user)

· Possess accurate money handling skills

· Feel comfortable being responsible for stock control

· Be confident in approaching members of the public to sell programmes
 

Person Specification

A Volunteer will demonstrate/have:

 

ESSENTIAL

· Polite and friendly nature 
· Communication and inter-personal skills 
· Ability to use own initiative 
· A flexible and adaptable approach to fulfilling the duties of the post 
· Be able to act in a courteous, friendly, professional and helpful manner when dealing with members of the public

· Be reliable, punctual and be able to fulfil the requirements of the position

· Demonstrate a positive attitude and be able to work well as part of a team.

 

 

DESIRABLE

· Experience of working with a volunteer scheme 
· Interest in the theatre and arts  
· Enthusiasm for proactive customer relationship building 
· Experience of working in a customer service environment
· A positive attitude and the ability to work well as part of a team
· Money handling experience. 
THE LOWRY

APPLICATION FORM – PRIVATE & CONFIDENTIAL

APPLICATION FOR:  Volunteer Involvement Programme (V.I.P)

Please type or write clearly in black ink/biro.

Applicant’s Details

Title


         ………………………………………
Surname (block letters)



Forename(s)





Address







 Post Code 



Telephone
(Daytime) 



(Evening) 


Email Address



Date of Birth




Current or Most Recent Job (paid or unpaid)
Position Held


Employer’s Name and Address

Main duties and responsibilities:

Previous Work or voluntary Experience

Please provide us with a brief outline of previous Voluntary or Work activities. 

(Continue on a separate sheet(s) if necessary).

CV

If you wish to you may also attach your CV to this application form.

GENERAL INFORMATION

Where did you hear about the scheme?

……………………………………………………………………………………………………………

Have you ever been a volunteer before (Please give details)? 

…………………………………………….………………………………………………………...…….………………………………………………………………………………………………

Do you know any of the volunteers on the scheme?  If yes who?
………………………………………………………………………………………………………

Why would you like to become a volunteer at The Lowry? ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Do you have any previous sales or cash handling experience?

………………………………………………………………………………………………………

If so, please give details 

…………………………………………….……………………………………………………………………….…….………………………………………………………………………………

What do you consider to be the main aspects of Customer Service? 

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………
REFERENCES

Please give the names and addresses of two referees.  The referees can be a past or present employer or someone who has known you for more than three years.   

First Referee 

Name 


Position  


Address


Telephone 


Second Referee 

Name 


Position  


Address


Telephone 


NEXT OF KIN

Please give the name of an emergency contact, their name, address and telephone number.

………………………………………………………………………………………………………………………………………………………………………………………………

CRIMINAL CONVICTIONS

Please give details of any criminal convictions you have had, excluding any considered “spent” under The Rehabilitation of Offenders Act 1974 (minor motoring offences should be disregarded).

Please note that having a criminal record will not necessarily bar you from volunteering with us.  This will depend upon the circumstances and background of your offences.

DISABILITIES
Are you registered disabled? Yes   (     No   (   (if yes please give details) 


DATA PROTECTION ACT

The company holds personal information for ordinary business purposes about job applicants, volunteers and employees for the purpose of appointments etc. This information is held either in personnel files or on the company’s computer.  The Finance Department and Human Resources Department have access to the data for the purpose of management and administration.
You agree by signing this application form, that we may store and process personal information about you for staff administration purposes and any other ordinary business purposes.    

Personal data relating to unsuccessful applicants will be kept for a period of four months so that we may, if appropriate, advise you of future vacancies following which 

such data will be destroyed/erased.
Declaration

I confirm that the information I have given on this form is correct and I understand that misleading statements may be sufficient grounds for not offering me the role of volunteer.
Signed ………………………………………….. Date 


Return of Application 

This form to be returned to: VIP Administrator, The Lowry, Pier 8, Salford Quays, M50 3AZ.
---------------------------------------------------------------------------------------------------------------------------------

FOR OFFICIAL USE ONLY

NAME:………………………………………..……. 
DATE RECEIVED………………………………….

ACKNOWLEDGEMENT LETTER & REF REQ SENT ON …………………… BY …………………

INTERVIEW LETTER SENT ON …………………………………. BY………………………………….

INTERVIEW DATE…………………………. ACCEPTED?…………….. DECLINED?……………….

OTHER NOTES
---------------------------------------------------------------------------------------------------------------------------

THE LOWRY -  EQUAL OPPORTUNITIES STATEMENT

The Lowry aims to offer equal opportunities to everyone.

The Lowry:

-
is committed to equality of opportunity representing the full diversity of society;

-
will apply the principles of equality of opportunity in employment practice;

-
will seek to encourage participation in the arts of individuals in the community and will encourage artists and the public to develop their creative abilities and responses; and

-
recognises the statutory responsibilities placed upon it through European and National Government legislation and will implement these to the best of its ability and within the resources available.

THE LOWRY - DIVERSITY STATEMENT

The Diversity Policy in The Lowry is in place to encourage freedom from discrimination or harassment on grounds of colour, disability, age, ethnic origin, gender, marital status, nationality, race, religion or sexual orientation.  We must ensure that we do not discriminate against people and that we make the best of all talents, abilities, background, knowledge and understanding.

The Lowry will deliberately encourage employees to welcome diversity, respecting each person’s individuality and valuing their creativity.

Each employee and volunteer has a responsibility towards encouraging diversity within The Lowry and is expected to also welcome diversity and respect everyone’s individuality and creativity. 

