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Mayflower Theatre 

Mayflower Theatre is the largest theatre on the south coast, 
welcoming in excess of 500,000 visitors a year. With a trusted 
reputation for presenting an eclectic artistic programme 
including the best in musical theatre, dance, opera, live music, 
drama and comedy our 2,268 seat venue attracts the world’s 
best touring productions. Mayflower Theatre delivers an 
extensive creative learning programme, engaging with over 
25,000 participants annually.

Mayflower Theatre is an independent charitable trust, working 
to the vision of ‘Inspiring Experiences’, ensuring theatre is 
accessible to all and that our 1928 Grade II listed building is 
maintained for generations to come. In 2018 Mayflower Theatre 
underwent a £7.5m renovation, installing 1,600 new seats, 

reconfiguring the orchestra pit and seating layout, refurbishing 
the auditorium and front of house spaces, and extending the 
staff areas. Revenue is generated through ticket sales and 
ancillaries as Mayflower Theatre receives no direct Arts Council 
England or grant funding. 

The audience is at the heart of our business strategy. We strive 
to provide emotionally inspiring experiences to every visitor 
through presenting quality productions and providing first class 
customer service. To that end we aim to recruit a talented 
workforce to join our team. We are proud to be awarded Best 
Company to Work for in the Solent Business Awards 2019. 
Mayflower Theatre is an inclusive employer. 

Southampton

New Forest National Park

ABOUT SOUTHAMPTON

Southampton is a port city on the south coast of Hampshire, 
70 miles south west of London. A city of 250,000 residents, 
Southampton welcomes 4 million visitors a year. Southampton 
City is steeped in maritime history. From the Mayflower ship 
sailing to the new world in 1620, Titanic setting sail on her 
maiden (and only) voyage in 1912 to being the cruise capital of 
Northern Europe today. The city boasts a rich cultural quarter 

with Mayflower Theatre being the largest venue. NST City 
producing theatre, John Hansard Gallery, City Art Gallery 
and library, the SeaCity museum and the O2 Guildhall are all 
clustered around Guildhall Square which plays host to frequent 
outdoor community events. Southampton’s enormous retail areas 
sit alongside huge green parks in the heart of the city which is 
home to the University of Southampton and Solent University.
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Job Description
JOB TITLE:     
Participation Programme Leader  

DEPARTMENT:  
Engage

REPORTING TO: 
Creative Learning Manager

SALARY: 
£24,810

JOB PURPOSE: 
To plan, deliver, administer and evaluate programmes of work in the Engage department. 

KEY DUTIES & RESPONSIBILITIES:

Program and project manage, public participation activities, including administration, delivery and evaluation. These currently 
include but are not limited to:

• Tours

• Talks

• Show Events

• Public Workshops  
        - Adult 
        - Youth 
        - Family

• 
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Manage a devolved Participation Activities Programme budget in conjuction with the Creative Learning Manager.

Liaise with visiting companies, colleagues and freelancers offering a comprehensive programme of activities.

Deliver workshops, talks and tours for all ages and abilities.

Coordinate the School Holiday Workshops Programme.

Liaise with marketing to promote the work of the Creative Learning Department including a social media presence and website 
content.

Ensure legal paperwork is in place for example children’s licensing.

Be responsible for ensuring the safety and security of workshops and tour participants. Employing First Aid, undertaking Risk 
Assessments and following Safe Guarding procedures as appropriate.
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ESSENTIAL SKILLS

3 Minimum 2 years’ experience of community arts work 

3 Experience of developing partnerships with other organisations and managing relationships

3 Excellent Project Management skills and experience of delivering to deadlines

3 Demonstrable delivery skills, able to lead groups and deliver workshop activities

3 Creative vision to programme a varied and interesting series of events and activities for the whole community

3 Understanding of and commitment to opportunities for all and equality and diversity

3 Proactive self-starter with great customer service skills and attention to detail 

3 Qualified driver with access to vehicle

DESIRABLE SKILLS

3 Degree Level Education in an Art form

3 Previous experience within an Arts Organisation

3 Understanding of participation activities in relation to audience development

3 Experience of Event Management

3 First Aid and Safeguarding training

Person Specification



MAIN DUTIES AND RESPONSIBILITIES
Sales 

•  Lead on all aspects of ticketing and ticket sales for Mayflower Theatre (face to face sales, online ticketing, telephone sales, third party and agency sales etc.) 

•  Scope, recommend and lead the implementation of database, telephone, payment and digital system solutions in conjunction with IT to future proof the Box Office function, leading the delivery of the Tessitura 
development plan in your team.

•  Be an expert in the use of the Tessitura in order to lead the specialist Tessitura resource in your team, and oversee the effective use of revenue management systems and business intelligence tools. 

•  Ensure timely and accurate management of the ticket inventory to maximise sales in conjunction with the Marketing Team.

•  Support the on sale strategy, liaising with IT and Marketing to deliver robust solutions for large scale on sales. 

•  Alongside theatre tickets, ensure high quality service relating to bookings and project delivery for loyalty schemes and other Mayflower Theatre activities (including and not limited to Ovation Restaurant, 
Engage, groups, corporate, front of house events etc.)

•  Oversee the development and administration of the access membership scheme, representing the Sales Team at the cross department Access Group meetings to deliver the best possible service. 

•  Analyse and report Sales Team KPIs for trend and resource monitoring, (including call traffic, ticket sales numbers, call handling lengths etc.)

•  Liaise with incoming company representatives and ensure specific ticketing requirements are met.

•  Duty manage the team weekly, especially leading on large press nights or events. 

•  Represent Mayflower Theatre at theatre and ticketing events.

Best Company to work 
for in the Solent Business 
Awards 2019

How To Apply
If you have relevant experience and meet the person specification, please apply by sending your CV 
and covering letter to recruitment@mayflower.org.uk 

Please quote ‘PPL01’ in the subject line. 

Deadline for applications: 5pm on Thursday 13 February 2020

The recruitment process will include a workshop delivery task and two interviews. You must 
be available for first interview on Tuesday 18 February and if successful, second interview and 
workshop delivery on Tuesday 25 February. 

Due to a high volume of applications, we are unable to contact every applicant individually.

All successful applicants to be invited to interview will be contacted by Friday 14 February.
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Mayflower Theatre, Empire Lane
Southampton SO15 1AP
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