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CUSTOMER EXPERIENCE VOLUNTEER APPLICATION FORM

Thank you for expressing an interest in volunteering at Oldham Coliseum Theatre. Volunteers offer invaluable assistance by providing good customer service to patrons visiting the theatre. Performance times are generally Tue – Sat at 7:30pm and occasional matinees on Wednesdays and Saturdays at 2:30pm.
A Volunteer’s session begins 75 minutes prior to the performance and may involve welcoming people, checking tickets, selling programmes, confectionery and ice cream. 

PERSONAL DETAILS
Name…………………………………………………………..
Addres…………………………………………………………
	 …………………………………………………………
	 ………………………………………………………...
Postcode……………………………………………………...
Telephone………………………………..    Mobile………………………………..         Email……………………………………………………………

REFEREE CONTACT DETAILS
Name………………………………………………………..
Email………………………………………………………..
Telephone……………………………………………….…
How is this referee known to you? ………………………………………………………………………………………………

TELL US A LITTLE ABOUT YOURSELF
Why would you like to volunteer with us and what skills do you think you could bring?
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………………………

How did you find out about volunteering with the Coliseum?
……………………………………………………………………………………………………………………………………………………………………………………………………

Equal Opportunities Monitoring Form
Oldham Coliseum Theatre is committed to providing equal opportunities for everyone regardless of their gender identity, marital status, ethnicity, disability, age, class, sexual orientation or background. 
For us to effectively monitor our objectives as an Equal Opportunities employer, please provide the information requested below. All information is anonymous and confidential and processed separately. If you would like a copy of our Equal Opportunities Policy or if you would like to discuss any of the requested information below, please get in touch with our Admin team on: mail@coliseum.org.uk or 0161 624 1731. 
	Ethnic Origin

	Bangladeshi
	
	Black African
	

	Black Caribbean
	
	Chinese
	

	Indian
	
	Mixed race
	

	Other Asian
	
	Pakistani
	

	White
	
	

	Other (please specify)                             
	



	Disability or Health Condition

	I do not have a disability
	
	Visual impairment/blind
	

	Hearing Impairment/ deaf
	
	Physical impairment
	

	Chronic health condition
	
	Cognitive or learning disability
	

	Mental health condition
	
	Prefer not to say
	

	Other (please specify)
	



	Identifying Gender

	Female
	
	Male
	

	Non-binary
	
	Prefer not to say
	



	Age

	24 and under
	
	25 to 34
	

	35 to 44
	
	45 to 54
	

	55 to 64
	
	65 or above
	



	Sexual Orientation

	Heterosexual/straight
	
	Gay/lesbian
	

	Bi-sexual
	
	Other
	

	Prefer not to say
	
	
	

	
	

	Socio-economic status
	

	 Please write below which socio-economic group you identify with (this is often defined as but not limited to: working class, middle class, upper class)
_____________________________________________________________
	



	Where did you hear about this opportunity?
	





Please return these forms by post to; 
Kyle Wilcock, Front of House Duty Manager & Volunteer Co-ordinator, Oldham Coliseum Theatre, Fairbottom Street, Oldham, OL1 3SW. 

Email: kylewilcock@coliseum.org.uk 
	 	

Customer Experience Volunteer Role Description
Responsible to: Front of House Management Team
Key relationships: The Customer Experience Volunteers operate closely with the other frontline teams, which include Bar, Box Office and Housekeeping and operate under the supervision of the House Manager and/or Duty Manager. They also come in to contact with many other members of Coliseum staff during performances.  
Place of work: Oldham Coliseum Theatre and other venues as required.
Hours of work: Session times vary between 3 to 5 hours. You should be available for 1 session every 1 to 2 weeks. We ask that our Customer Experience Volunteers be able to commit to a minimum of 3 months and have a flexible approach to the schedule.
Notice period: Our Customer Experiences Volunteers operate on a session to session basis. 
Training: All Customer Experience Volunteers will take part in a mandatory training    session and occasional refresher training. 
Core Purpose of the Role
To welcome and assist all visitors to the Coliseum and provide excellent customer service to people from a diverse range of backgrounds and cultures.
Be an integral part of the customer service team, supporting the Front of House department.
Provide an inclusive, friendly, approachable customer experience ensuring the comfort and wellbeing of internal and external customers at all times.
To be an ambassador for the Coliseum and actively promote the Company’s vision and values.
Main Duties and Responsibilities
Customer Service
· Meet and greet customers, assisting them to find their way around the building
· Confidently answer queries
· Check theatre tickets
· Direct customers to their seats
· Proactively sell programmes, merchandise, sweets, ice creams and any other items as requested
· Assist the House Manager with accommodating latecomers
· Maintain stocks of confectionery and merchandise
· Ensuring Front of House areas are clean and tidy at all times
· Supervise the audience during a performance, ensuring the audience is comfortable and helping maintain an atmosphere that is conducive to the production
· Consult with the Duty Manager appropriately throughout the volunteer session, including attending briefings, understanding performance timings etc.
· Provide information about the Coliseum, it’s productions and other areas of its work such as Learning and Engagement activities to visitors
· Supporting the Coliseum’s Access Policy through understanding the needs of visitors including education/youth groups and deaf and disabled customers
· Maintain a high level of communication with Front of House Managers regarding your availability and personal levels of commitment to the role
· Maintain email communication with the Front of House department, receiving role updates, company information and changes to scheduled volunteer sessions
· Adhering to the Front of House code of conduct

Financial
· Adhere to the Coliseum’s financial and security procedures
· Use a till system as appropriate. (Full Training will be provided) 

Health & Safety
· Adhere to all fire and health & safety procedures to minimise the risk of injury and accidents
· Assist the Front of House Management team and Coliseum staff during an evacuation
· Act as an integral part of the theatres Health and Safety policy implementation

Other Duties
· Maintain excellent working relationships with all staff and people associated with the Coliseum, demonstrating a high standard of professionalism at all times
· Represent the Coliseum both in and out of the building in an informed and articulate manner
· Promote and comply with all the Coliseum’s policies including, but not limited to equal opportunities, dress code, health and safety and customer case policy
· Undertake any training which may be required
· Be aware of, and support all Coliseum productions, events and LED activities. Be proactive in acquiring knowledge by familiarisation with the programme, reading scripts, etc.
· Proactively support other frontline teams including Bar and Box Office
· Undertake any other duties as requested by the Front of House Management team. 
Personal Skills and qualities that a Customer Experience Volunteer needs:
•	An open, friendly and positive attitude
•	Enjoy adapting to different roles
•	A commitment to the aims and principles of the Coliseum
•	Excellent communication skills, both orally and in writing
•	A willingness to attend training
•	Ability to work on own initiative
•	Enthusiasm
•	Able to work calmly and effectively in a busy environment
•	Excellent team working skills
•	Competent I.T. skills
•	Accurate cash handling and stock handling skills
•	A courteous, professional and polite nature
•	A flexible and adaptable approach to fulfilling the duties of the post
•	Reliable, punctual and able to fulfil the requirements of the position
· You must be 16 years old or over


 


[image: ][image: lottery__black][image: OldhamCouncil_CMYK]Oldham Coliseum Theatre Ltd., Fairbottom Street, Oldham, OL1 3SW
Box Office: 0161 624 2829  Admin: 0161 624 1731
www.coliseum.org.uk 
VAT. 305 6831 67   Reg. No 1415547   Charity No. 508829

image1.jpg
OLDHAM

Coliseum

THEATRE




image2.png
GREATER
G M C A MANCHESTER

COMBINED

AUTHORITY




image3.jpeg
b © & CO%O Supported using public funding by
3 o
& ¢ *| ARTS COUNCIL

LOTTERY FUNDED ENGLAND




image4.jpeg




