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Position:

Projectionist / Duty Manager
Responsible to:

Management Team
Responsible for 

Volunteers, Casual Box Office Staff
Rate of Pay:

£9.75 an hour
Contract:

Permanent

Hours:
Minimum 16 hours per week, supporting the programme of Pavilions Teignmouth, primarily the film and event cinema events. Includes evenings and weekends.
.

1.  Duties and responsibilities:

1.1   Undertake the operation, film projection and maintenance of cinema equipment including loading films onto our servers, previewing and screening material on our digital projector.
1.2   To support the Management team with estate management. 
1.3   To complete regular checks on First aid kits and fire extinguishers. 

1.4   To ensure all health and safety & risk assessments are adhered to including Covid safe measures.
1.5   Maintain an awareness of general cinema appearance and carry out ad-hoc repairs, alerting the Manager 
  about any projection/building maintenance issues you are unable to resolve.
1.6   To act as Duty Manager whilst on duty.
1.7  To be a keyholder.
1.8  Ensure satellite connections are viable and maintained and tests carried out prior to live stream events.

1.9  To create powerpoint presentations for showing pre film.

1.10 To source/ create trailer for live productions visiting the Pavilions.

Person Specification 
Skills & Experience 
· Adept technical and IT/computer skills in use of equipment such as digital cinema server system, computerised box office system and tills, and to troubleshoot problems;
· Able to undertake manual work.

· Proven experience of delivering excellent customer service within an events or public facing environment;

· Excellent interpersonal skills including working as part of a team;

· Previous experience of handling cash;

· Able to prioritise work and work independently in a busy multi-task environment;

· Reliable with excellent time-keeping and management skills;

· Adept at engaging with customers and staff with excellent communication skills and inter personal manner.


Skills & Experience - Desirable 
· Proven experience of managing staff or volunteers;

· Able to project a variety of film formats including DCP, DVD; 

· Proven experience of computerised box office systems.  

The list of duties above is not exhaustive and the post holder may be required to undertake other duties as may reasonably be required from time to time. 
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