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The Mayflower Theatre Structure – Job Descriptions
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Chief Executive:
Leads the Executive Management team.  Chooses the shows we present and negotiates the contracts with the producers and promoters.  Preserves and maintains the Mayflower Theatre for the local community and supports drama, dance and opera in Hampshire by the provision of quality product.  
PA to the CE:
Provides a confidential and comprehensive PA service to the Chief Executive.  Co-ordinates shows in conjunction with Chief Executive.

Finance Director:
Part of the Executive Management team and head of the Finance department.  Provides sound financial advice to, and act as interface between, Trustees, Chief Executive and Senior Management.  Provides an effective financial management service to the Mayflower Theatre Trust and its subsidiary Mayflower Enterprises Ltd. 

PA to FD & HRM 
Provides confidential, efficient and comprehensive personal, secretarial and administrative support to Finance Director and HR Manager.

HR Manager:
Head of Department for Human Resources.  Creates and manages an excellent professional human resources service for the Theatre, its managers and staff by working proactively with managers and providing advice and support across the full range of human resources activities, and by developing best practice in employment through policy development and ensuring consistent policy application.  Contributes to and supports the corporate strategy and objectives of the Theatre

Finance Manager:
Head of Department for Finance, IT & Administration.  Analyses, develops and maintains management accounts to ensure financial viability of the company.  Provides financial information to HoD’s and assists with operational decision making.  
Marketing Manager:
Head of Department for the Marketing team.  Responsible for effectively managing the marketing team and ensuring that all marketing activity happens to time, cost and quality

Corporate Sales/
Head of Department for the Corporate Sales and Front of House 

FOH Manager: 
departments.  Responsible for the operational effectiveness and delivery of excellent customer service in Front of House.  Manages the sales and service for our corporate customers and restaurant clients.  Maximises revenue of these two areas through effective development, sourcing and sales.

Technical Manager:
Head of Department for the Technical (back stage) team.  Overall responsibility for effectively managing all Technical aspects of the theatre, including presentation of shows, facilities and touring companies.

Campaign Manager: 
Responsible for effectively managing the marketing team to ensure 

(Maternity Cover)
that all show marketing planning and delivery activity happens to time, cost and quality.
Development Officer:
Responsible for growth of The Mayflower Theatre audience and all fundraising and educational activity.
Marketing Officer:
Responsible for the management of media advertising campaigns to time, cost and quality.
Marketing & 

Responsible for all marketing activity involving print material, Promotions Officer: 
displays, promotions and outdoor advertising.
Press & PR Officer:
Generates media coverage of The Mayflower’s activity.  Manages public relations with The Mayflower’s key contacts and audience groups.
Web & Media Officer:
Responsible for The Mayflower’s website content and developing and maintaining online, SMS and interactive services for customers.
Assistant Accountant
Ensures that all income due to the Mayflower Theatre is accounted 

Full Time:
for both accurately and on a timely basis.  Maintains an effective Credit Control system.  Ensures balance sheet reconciliations as assigned by the Finance Manager are accurate and complete.  Manages the Fixed Asset system (Assetware).  Prepare reports as directed by the Finance Manager

Assistant Accountant 
Assists the Finance Manager to prepare and post (into the Ledger)

Part Time: 
Show Settlements.  Assists in the updating and maintenance of Balanced Scorecard.  Liaises with Department Managers to assist their understanding of their cost centre overheads, in particular actual vs budget.  Manages the stock system (Total Control).  Prepares reports and reconciliations as directed by the Finance Manager

Sales Ledger
Operates & maintains the Sales Ledger for Mayflower Theatre Trust

Assistant:
Ltd and Mayflower Enterprises Ltd.  Provides daily sales activity figures to Senior Management.  Maintains key ledger reconciliations.  Prepares statutory returns for Management Accountant

Purchase Ledger 
Operates & maintains Purchase Ledger for Mayflower Theatre Trust 

Asst: 
Ltd and Mayflower Enterprises Ltd.  Provides backup for Receptionist Position

Receptionist:
Operates an effective and efficient reception area providing a professional and effective image within the company and to the outside world.

P/T Cashiers:
Ensure all cash and cheques received by the Bars, Front of House, and Box Office areas of the Theatre are accurately accounted for and banked
Payroll Officer:
Ensures that the Payroll System (excluding the executive payroll) is run efficiently and effectively on a timely basis.  Runs the central Petty Cash/Company Credit Card Scheme efficiently.

IT Manager:
Responsible for a full IT support service to The Mayflower Theatre Trust and take a proactive role in the efficient smooth running and development of systems within the Theatre.

IT Assistant:
Assists in providing a full IT support and development service to The Mayflower Theatre Trust.

Stage Manager:
Responsibility for the day to day management of show presentation.

Deputy Stage Mgr:
Assists the Stage manager with the day to day management of the stage and elements of show presentation.

Chief Electrician:
Responsibility for the day to day management of the electrical elements of show presentation.

Deputy Chief
Assists the Chief Electrician with the day to day management of the 

Electrician:
electrical and sound elements of show presentation.

Stage Technician:
Responsible for the preparation and presentation of stage for performances.

Stage Door Keepers:
Provide a secure environment backstage.

Dressers:
Responsible for the preparation and presentation of costumes etc for performances.

Fly Person:
Assist the Stage Manager with the day to day supervision of the flying elements of show presentation.

Maintenance:
Assisting with building repair and maintenance.

Senior Box Office
Provides a sales service to customers and visiting companies that 

Manager:
exceeds their expectations through effective management of the Box Office sales operation and its staff.
Box Office Manager:
Provides a sales service to customers and visiting companies that exceeds their expectations through effective management of the Box Office sales operations and its staff.  Acts as the main Duty Manager during performances.

Box Office Sales
Sell show tickets and provide excellent customer service to

Assistants: 
theatre customers.
Group Sales Assts:
Provide existing and potential Group bookers with a ticket sales service and to maximise ticket sales from inbound enquiries.  Build long term customer relationships through provision of service that satisfies or exceeds their expectations.

Corporate Sales/
Works as part of a team to generate income and profit through the

MEL Representative: 
effective marketing and selling of all of the Mayflower’s corporate and restaurant facilities.  Manages the sales and marketing activities of Mayflower Enterprises Ltd./ Ticket agency.

Corporate Sales/
Works as part of a team to generate income and profit through the 

MEL Administrator: 
effective marketing and selling of the Mayflower’s themed events and restaurant facilities.  Provides efficient and proactive administrative support to the Corporate Sales team.

Front of House
Manage the Front of House operation effectively, and ensure the 

Managers:
provision of excellent customer service and to maximise ancillary sales.  Act as licensee in line with Licensing regulations.

Duty FOH Manager:
Assist in the management of the Front of House operation during performances, and act as duty manager as and when required.

FOH Assistants:
Provide the highest levels of customer service to ensure the comfort and safety of the Mayflower customers, in the bar, foyer and auditorium.

Daytime Assistant:
Ensure the smooth running of the daytime Front of House operation and provides support to other departments as and when required.

Cellar Person:
Responsible for the efficient running and stocking of the cellar and bar areas and assists with the preparation of other Front of House areas as required.

Restaurant Assts:
Provide a first class food and drink waiting service to our customers attending restaurant nights, corporate events or similar.

� HYPERLINK  \l "FA" ��Sales Ledger 


Assistant�














� HYPERLINK  \l "CORFOHM" ��Corporate/Front of House Manager�





� HYPERLINK  \l "CAMP" ��Campaign Manager


(Maternity Cover)�





� HYPERLINK  \l "M" ��Painter�





� HYPERLINK  \l "M" ��Maintenance�





� HYPERLINK  \l "DCE" ��Deputy Chief


Electrician�





� HYPERLINK  \l "DSM" ��Deputy Stage 


Manager�





� HYPERLINK  \l "CELEC" ��Chief 


Electrician�





� HYPERLINK  \l "SM" ��Stage 


Manager�





Technical Staff


Including;





� HYPERLINK  \l "D" ��Dressers�


� HYPERLINK  \l "FP" ��Fly Persons�


� HYPERLINK  \l "ST" ��Technicians�


� HYPERLINK  \l "SDK" ��Stage Door Keepers�





� HYPERLINK  \l "TM" ��Technical Manager�





� HYPERLINK  \l "AAPT" ��Assistant 


Accountant P/T�





� HYPERLINK  \l "PTC" ��P/T Cashiers


X 2�





� HYPERLINK  \l "ITA" ��IT Asst�





� HYPERLINK  \l "R" ��Receptionist�





� HYPERLINK  \l "PLA" ��Purchase Ledger 


Asst P/T�





� HYPERLINK  \l "ITM" ��IT 


Manager�





� HYPERLINK  \l "AAFT" ��Assistant 


Accountant�





� HYPERLINK  \l "CP" ��Cellar Person�





� HYPERLINK  \l "DA" ��Daytime Assistant�





Front of House


Including;





� HYPERLINK  \l "DFOHM" ��Duty FOH Manager�


� HYPERLINK  \l "FOHA" ��FOH Assistant�


� HYPERLINK  \l "RA" ��Restaurant Assistant�








� HYPERLINK  \l "FOHM" ��House Managers


X 2�








� HYPERLINK  \l "PACEO" ��PA to CE�





� HYPERLINK  \l "PAFD" ��PA to FD & HRM�





� HYPERLINK  \l "CSMA" ��Corporate MEL


Sales Admin�





� HYPERLINK  \l "CSMR" ��Corporate MEL Sales Rep�





Box Office


Including;





� HYPERLINK  \l "BOSA" ��Sales Assistants�


� HYPERLINK  \l "GSA" ��Group Sales Assts�





� HYPERLINK  \l "PAYO" ��Payroll 


Officer�





� HYPERLINK  \l "BOM" ��Box Office 


Manager�





� HYPERLINK  \l "SBOM" ��Senior Box Office


Manager�





� HYPERLINK  \l "MPO" ��Marketing & 


Promotions Officer�





� HYPERLINK  \l "MO" ��Marketing 


Officer�





� HYPERLINK  \l "PPRO" ��Press & PR Officer�





� HYPERLINK  \l "DO" ��Development


Officer�





� HYPERLINK  \l "WMO" ��Web & Media Officer�





� HYPERLINK  \l "FM" ��Finance Manager�





� HYPERLINK  \l "HRM" ��HR Manager�





� HYPERLINK  \l "MM" ��Marketing Manager�





� HYPERLINK  \l "FD" ��Finance Director�





� HYPERLINK  \l "CEO" ��Chief Executive�



































































































































