
 
Volunteer Manager 

 

INTRODUCTION 

The Shakespeare North Playhouse is a unique new arts venue, opening in the summer 

of 2022. It will present a vibrant contemporary cultural and learning programme 

featuring home co-produced and visiting performances, as well as comedy, music, 

community work, hire and events and a range of education and training activities.  

The Shakespeare North Trust (SNT) is the operator of the new Shakespeare North 

Playhouse in Prescot, Knowsley.  

We are looking for a Volunteer Manager who will have responsibility for the outreach, 

recruitment, training and development of an inclusive volunteering programme 

throughout our front of house and commercial areas.  

 

Place of Work  

The future place of work will be Shakespeare North Playhouse in Prescot, Knowsley. 

Temporary premises may be in use prior to the opening of the theatre. Occasionally 

work will be required at alternative locations including partners, community groups and 

services.  

 

Reporting Relationships  

The post-holder will report to the Head of Visitor Experience for Shakespeare North 

Trust and will work very closely with Visitor Experience Managers, Bars & Catering 

Manager, Head of Engagement and Head of Audiences. 

 

Salary and Hours of work  

The postholder will work a 32 hour week normally over 4 days (0.8FTE). Due to the 

nature of this role, however, and to meet the demands of the building, the post holder 

will need to be flexible in their approach to work. Evening and weekend work will be 

required at times.  The full-time salary will be up to £25,000 per annum (pro-rata) 

dependent on experience.  

 



 
 

 

 

 

 

Job summary 

The Volunteer Manager will oversee the recruitment and selection, outreach and 

training of our in-house volunteer programme. The programme will run across the entire 

company,  with volunteers working within Visitor Experience, Marketing and 

Engagement teams. The role of the Volunteer Manager will be to deliver the daily 

management of the programme, including rotas and briefings and to supervise 

volunteers when needed and to be on hand as the first point of contact between 

volunteers and the wider company.  The Volunteer Manager will be expected to model 

best practice and resolve performance management issues as and when the need 

arises and oversee the volunteer budget in conjunction with the Head of Visitor 

Experience.  

 

Coordination and supervision: 

• To undertake the daily management of volunteers, alongside Visitor Experience 

Managers and relevant Heads of Department for Shakespeare North Playhouse 

performances, engagement workshops and one off events. 

• Create and manage a sign in system, rota coordination, briefings and ensure 

volunteers have sufficient breaks and refreshments in line with SNP’s volunteer 

policy. 

• To ensure all volunteers are living the SNP brand and ethos. 

• To ensure volunteers are confident and well versed in their duties. 

• Oversee the management of the volunteer booking/scheduling system. 

• Support the Visitor Experience Managers with performance tasks associated with 

a busy performance/event such as dealing with visitor queries and assistance. 

• Perform duty management responsibilities when necessary, such as overseeing 

the ingress/egress of an audience and ensuring shows go up and down in time. 



 
• Assist visitors showing exceptional visitor care, leading the volunteer team by 

example. 

• To confidently and actively address volunteer performance/conduct issues on 

shift in a timely, appropriate and professional manner and escalating to the 

appropriate Heads of Department as necessary. 

• Support the pastoral care of volunteers and escalating any safeguarding or 

wellbeing concerns to the relevant staff. 

Communication  

• Be the first point of contact for volunteer queries and shift bookings by phone and 

email. 

• Support and oversee daily communication to the volunteers. 

• To attend and lead on volunteer forums and feedback to the relevant 

departments. 

• Plan and deliver volunteer social or communication sessions to inspire and 

motivate and to create a welcoming and inclusive ethos within the team. 

• To work alongside the Head of Visitor Experience to evolve and develop the 

programme throughout the year. 

 

Recruitment, training & development 

• To work alongside the relevant Heads of Department to recruit all volunteers 

throughout the organisation via open days, recruitment drives and community 

outreach. 

• To keep up to date records of interest and respond to initial enquiries and follow 

ups. 

• Maintain and update records of volunteers including confidential databases. 

• To oversee the planning, administration and delivery of taster sessions, talks and 

informal interviews and induction sessions for new volunteers. 

• To assist the Visitor Experience Managers in the creation and implementation of 

a mentoring scheme across the organisation.  

• Contribute creative and innovative ideas, working collaboratively to improve and 

develop the volunteer programme. 

 

Other duties 



 
• Organise profile-raising events to attract new volunteers. 

• Develop and manage links with local community groups and volunteering hubs. 

• To act as an ambassador for Shakespeare North Playhouse including company 

ethos and values. 

•  

Person specification 

• At least 2 years experience working in volunteer coordination/management.  

• Experience of working in Customer Services, Visitor Experience, Box Office or 

Front of House in a relevant industry such as Theatre, A Visitor Attraction, 

Hospitality, Leisure, Heritage site or Museum, Charity or other volunteering 

sector.  
• Previous experience of supervising a team in a challenging setting, working 

across departments to ensure the visitor experience is of the highest quality.  

• A positive, mature and professional attitude towards work with excellent verbal 

and interpersonal and good written communication skills. 

• Ability to leading briefings, communicating key information to volunteers/staff. 

• Ability to delivering training to volunteers/ staff – including customer service, and 

knowledge of the company’s work, policy and values. 

• Good IT and administrative skills. 

• The ability to work under pressure and problem solve in a calm and effective 

manner. 

• Good planning and organisational skills with the ability to work towards deadlines 

• Flexibility in relation to duties and working hours which will include evenings and 

weekends.  

 

 

This job description is intended as a guide to the duties expected of the post-holder. 
These duties may be reviewed from time to time to meet the needs of the business.   

This job description is not contractual. 

 

 


