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Job Description: Duty Manager 
 

Bishopsgate Institute is the delivery arm of the Bishopsgate Foundation, founded in 

1894 for “the promotion of the education of the public”. We are a small, independent 

charity with our own extraordinary premises at the crossroads of the City, Spitalfields 

and the East End. Our building is Grade II* listed, and we manage a combination of 

events and activity for our charitable programme, including our special collections and 

archives, alongside income-generating venue hire.  

 

 

Duty Manager contract terms 
 

Date of last review: September 2026 
 

Job Title: Duty Manager 
 

Grade: Manager 

 
Salary: £31,194 per annum 

 
Hours: Full-time (35 hours per week over 7 days)  

 
Reporting to:  Deputy Operations Manager 

 

Contract type: Permanent employee 

 

Probation: 3 months 

 

Role purpose 
 
The purpose of the Duty Manager role is to support the safe and effective operation of 

Bishopsgate Institute on a day-to-day basis. 

 

The role includes responsibility for opening and closing the building. It includes 

keeping visitors, staff and the building safe and secure. The role supports the delivery 

of events, activities and venue hires. It also provides general operational support 

across the building. 
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The Duty Manager is the first point of contact for on-the-day activity. This includes 

customer and client liaison, staff supervision and responding to operational issues. 

This also includes acting as a Fire Warden, First Aider and bar supervisor.  

 

The role includes regular practical and physical activity. This includes event set-up and 

pack-down, preparation of rooms and spaces, moving furniture and equipment, and 

heavy lifting where required. 

Line management 

Duty Managers do not have direct line management responsibility but provide on-shift 

supervision to Event Technicians and casual staff, including bar and cloakroom staff, 

and support Visitor Experience Assistants on the front desk. 

 
Working pattern 

This is a full-time post, working 5 days a week on a 7-day week roster which includes 

unsociable hours work. Rosters are set monthly and can be subject to change with 

reasonable notice 

 

Principle duties, tasks and responsibilities 
 

• Event delivery: The safe and effective delivery of events and activities across the 

Institute, in line with the daily schedule and event requirements. 

• Set-up and pack-down: Rooms and spaces are prepared, equipped and returned 

to the required standard, with practical and physical tasks undertaken as required. 

• Customer and client service: Researchers, clients, staff, contractors, Trustees 

and other visitors are provided with a professional and welcoming service. 

• Staff and contractor supervision: On-duty staff, Event Technicians and external 

contractors are supported and supervised to ensure event requirements are met. 

• Building operations: The day-to-day operation, security, facilities and basic 

upkeep of the building are supported, with issues identified and resolved or 

escalated as appropriate. 

• Health and safety: Health and safety procedures are followed and implemented, 

including Fire Marshall and First Aid responsibilities when required. 

• Bar operations: Where applicable, the provision of alcohol under the Institute's 

premises licence and the CEO’s personal licence is managed, including POS 

transactions, reconciliation and reporting. 

• Administration and communication: Duty management records, reports and 

relevant systems are maintained and information is communicated to colleagues to 

support effective planning and delivery. 

Relevant training will be provided where required, including First Aid training. 

This job description covers the current range of duties and may be reviewed from time 
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to time to reflect the needs of the organisation. 

 

Person Specification 

 
1. Skills, ability and strengths 

 

• Ability and willingness to undertake the practical and physical requirements of 
event and building operations, including room set-up and pack-down and the 
movement of furniture and equipment. 

 

• A collaborative, proactive and solution-focused approach. 
 

• A genuine passion for health and safety and day-to-day operational 

management 

• A calm, solution-focused demeanour under pressure, including when dealing 

with challenging visitors and situations 

• Strong communication and customer service skills, with the ability to de-

escalate challenging situations 

• Skilled at working successfully with clients, contractors, suppliers and 

colleagues across different teams 

• Ability to anticipate and trouble shoot, including during planning and delivery 

phases 

• Ability to manage competing priorities and respond effectively to changing 

requirements 

• Ability to make effective judgements and take responsibility for on-the-day 

decisions. 

• Ability to work flexibly as part of a 7-day rota. 

• Commitment to working safely and in accordance with organisational policies 

and procedures.  

• Excellent written and spoken English, including reports 

 
2. Experience and knowledge 

 

• Understanding of building security, health and safety and public safety. 

• Experience of working in an operations role in a busy, multi-space building or 

venue, preferably within arts, culture, adult education or a visitor attraction. 

• Experience of delivery requirements for event management, including 

coordination and logistical planning. 

• Knowledge of event production requirements including sound, lighting, staging, 

catering and licensing. 
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• Understanding of the specifics of a listed building, from an event delivery and 

operational perspective 

• Understanding of cash handling and end of day reconciliation 

 
3. Behaviours 
 

Decisive problem solving 

The Behaviour: Makes swift, logical decisions under pressure to resolve 

immediate operational crises, balancing the safety of the public with the reputation 

of the venue and charity. 

What it looks like in practice: Confidently taking charge during a sudden power 

outage or building incident during a live public talk; directing people safely using 

emergency procedures while reassuring an anxious audience. 

Accountability and trustworthiness 

The Behaviour: Takes full personal ownership of the shift, the security of the 

building, and the charity's physical and financial assets, ensuring transparency 

when things go wrong. 

What it looks like in practice: Securely managing safe combinations, cash drops, 

and building locking procedures at the end of a late-night commercial hire, and 

writing an honest, detailed incident report if a mistake or damage occurred on their 

watch. 

Operational agility and turnaround management 

The Behaviour: Organises and coordinates rapid, high-pressure physical room 

changes and technical resets smoothly without compromising safety or space 

standards. 

What it looks like in practice: Leading a 30-minute room turnaround to transition 

a space from a corporate presentation layout (tables, chairs, AV setup) into a 

clean, safe, open floor ready for an evening community social dance event. 

Clear, adaptive communication 

The Behaviour: Tailors communication style, tone, and complexity to suit a highly 

diverse range of building users, from corporate clients to staff and community 

members. 

What it looks like in practice: Providing a crisp, highly professional briefing to 

external commercial event caterers, while simultaneously guiding a nervous first-

time venue visitor, challenging a visitor who is behaving suspiciously, or helping an 

elderly archive visitor navigate our toilet signage. 

Inclusive public safety and de-escalation 

The Behaviour: Maintains a calm, authoritative, and welcoming presence during 

high-footfall public events, handling unexpected behavior or incidents with empathy 

and boundary-setting. 
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What it looks like in practice: De-escalating a dispute over seat allocations at a 

sold-out talk, or confidently directing a crowd evacuation during a fire alarm while 

keeping anxious building users calm. 

Professional respect and self-awareness 

The Behaviour: Treats colleagues with respect and appreciation, communicates 

professionally, and upholds and works consistently within agreed workplace 

policies and procedures. Demonstrates self-awareness by reflecting on their own 

behaviour, recognising its impact on others, and responding constructively to 

feedback. 

What it looks like in practice: Remaining respectful and professional when under 

pressure or when views differ; listening to colleagues and recognising their 

contributions; following agreed procedures; and being willing to reflect, take 

responsibility, and adjust their approach when concerns or feedback are raised. 

 


