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Leith Theatre Volunteer Role Description 
 
 

Volunteer Role:      Events Volunteer  
 
Support Person:    Volunteer Coordinator and Venue Manager  
Location:                Leith Theatre complex, including Thomas Morton Hall,  
                                28-30 Ferry Road, Edinburgh,EH6 4AE 
Commitment:        To assist with events as and when they occur.                               Events will usually be on evenings and weekends.                                  Volunteers may occasionally be asked to work into the early hours  
                                of the morning, if they are happy to do so.  
Purpose of Role: 
To assist with the smooth running of a variety of events; to provide customer service and ensure people have a good time; to represent and promote the Leith Theatre Trust and 
its work.   
Specific Tasks:  Front of house duties: collecting and selling tickets, meeting and greeting, answering 

queries and giving directions to the public   Assisting with donation collections and other fund-raising activities  Generally helping keep the premises tidy and facilities functioning  Collecting glasses from tables, possibly washing glasses  Helping to set up before and clear up after events, if required  Role play and dress up in costume if the event calls for it! 
 It is envisaged that volunteers will usually be invited to assist at events open to the 
public and organised by Leith Theatre Trust or partner organisations. Volunteers may occasionally be asked to assist at private functions, such as weddings or parties. We will 
operate rotas so that volunteers do not have to work for excessively long periods. Although you will be working, we also want you to enjoy yourself! 
 This work is important to the future of the theatre as it will enable Leith Theatre Trust to run more community and artistic events and generate income. Well-run and enjoyable 
events will mean that people will return and will recommend the building to their friends and family, increasing awareness, bookings and attendance at future events.  
Skills and Qualities Needed: 
 Good interpersonal skills 
 Committed to customer care  
 Observant and alert 
 Able to work for at least four hour periods with only short breaks 
Support and Training:  
Full briefings on the work to be done and Health and Safety briefings will be given at the beginning of each event. Relevant training required will be identified and volunteers will 
be offered suitable guidance. For those looking to work in the arts, hospitality or venue management, this is an opportunity to gain experience and to obtain references. Taxis will be provided to take volunteers home late at night. 
Expectations of Leith Theatre Volunteers:   Willingness to abide by Leith Theatre Policies  Willingness to work in a team and to follow health and safety guidance  Co-operation with administrative tasks, e.g. filling in expenses forms  Commitment to attend sessions that you have signed up for whenever possible.   

Role Description: August 2016 


