
 
  
 

 
1. 

 
Job title: Front of House Supervisor (Part Time) 
 

2. Location:  
Based in London at the Charles Dickens Museum 
48 Doughty Street 
London  WC1N 2LX 
 

3.  
Responsible to: Front of House Manager  
 

4.  
Salary: £10.00 per hour  
 

5. Main purpose of job:   

 

The Charles Dickens Museum is seeking an energetic and focused person 

to fill a key position within a small dynamic team. The Front of House 

Supervisor is responsible for operational and duty management of the 

Museum, including shop and café, and supervision of Front of House staff 

and volunteers on a daily basis. This post also oversees the Museum’s 

Group Booking procedures and acts as keyholder for events as required 

 

Reporting to the Front of House Manager, the post holder will also work with 

other members of the museum team, including the Museum Manager, and 

assist in supervising the growing team of volunteers. This post will require a 

proactive and practical approach and the ability to work independently in a 

customer-focused environment. This role requires the operational duty 

management of the museum on weekend and evening shifts, with 

responsibility for managing staff and volunteers. This is the first point of 

contact for all visitors and as such this is a very visitor-facing role with the 

importance of excellent customer service at the heart of the position.  

 

6.  
The following is not an exhaustive list of tasks but is indicative of the main 
responsibilities.  
 
Front of House: 

 To ensure a professional and friendly visitor experience and a high 
standard of customer care. 

 To ensure public spaces are fit and pleasant for public use. 

 To monitor and assess health & safety in all visitor facing areas 
ensuring safe visitor flow. 

 Act as Duty First Aider and Fire Warden. 

 Responsible for opening and closing the Museum and adherence to 



security procedures. 

 Daily management of front of house staff, including café staff and all 
volunteers 

 Complete Front of House administrative tasks  including staff rotas 
and timesheets 

 Daily and weekly cash handling and banking including security 
protocols 

 Co-ordinating all group bookings for the Museum and acting as point 
of contact for all group bookings queries and communication.  
Ensuring that all group bookings adhere to established Museum 
procedures. 
 

Retail: 

 To manage the shop on a day to day basis and maximise income 
generation. 

 To supervise Front of House staff, manage the EPOS till system, 
including cashing up, and oversee the design and presentation of 
shop displays to high standards 

 To carry out stocktaking and general stock management. 

 To assist with online retail activity including fulfilling online shop 
orders, maintaining accurate stock inventory and marketing of e-
commerce offer via social media platforms. 
 

Café: 

 Ensure the Café is maintained to the highest standards, with due 
regard to fire precautions, security, health and safety and access 
requirements. 

 Oversee proper conduct and performance of café staff 

 Enforce reliable time keeping and shift attendance amongst café 
staff. 

 Manage daily staff break times, ensuring all staff have correct break 
time and that the relief cover is arranged between all Front of House 
staff.  Ensure that no two staff members are on break at any one 
time. 

 Order and maintain perishable and non-perishable stock. 

 Ensure that food hygiene and health and safety standards are 
maintained at all times. 

 Maintain staff training to ensure a consistent and high level of service 
and food and drink preparation. 

 Ensure that café area is kept clean and well presented at all times. 

 Review and maintain pest control measures and adequate secure 
storage at all times. 

 Be responsible for the smooth running of the café during events - this 
will include catering, hosting and late night opening, working with 
Operations staff and Café and Events Officer. 

 
Building and Facilities Maintenance: 

 To assist with premises management, including liaison with 
maintenance contractors and regular checks and upkeep of visitor 
services facilities. 

 To provide general facilities management as needed. 

 To ensure the smooth running of Museum facilities and displays. 

 To help set up and prepare public spaces, including the board room 
for meetings and events. 



 Overall supervision of standards of cleanliness and presentation of 
Museum including reporting any issues to Front of House Manager or 
Museum Manager where necessary.   

 
Volunteer Supervision: 

 Volunteer supervision, training and briefings as needed 

 Assist with regular communication amongst the volunteer team and 
timely updates on operations, exhibitions and events. 

 
 

 Any other reasonable duties as may be required by the Front of 
House Manager or Museum Manager. 

 

7. Key relationships: 
 
Internal:     
                                                              
This post reports to the Front of House Manager and acts as duty manager 
to the Front of House team and dedicated volunteers. The Charles Dickens 
Museum relies on a small team of staff, and although each role has clear 
responsibilities, no one works in isolation and a spirit of cooperation is 
essential to maintaining a culture of mutual support and a positive working 
environment. 
 
In addition to a small team of paid staff, including freelancers, we have an 
extensive team of dedicated volunteers and regular interns. 
 
 

8. Person specification:  
 
Essential: 
 

 High level of Customer Service standards 

 An understanding of Visitor Service standards and the need to 
provide an excellent Visitor Experience. 

 Demonstrable experience of supervising a team. 

 Demonstrable experience of the ability to work within a team and 
build both internal and external relationships. 

 Experience of a retail environment and stock management systems 

 Experience of training and developing staff 

 Ability to prioritise a diverse workload efficiently. 

 Ability to remain calm under pressure and make decisions using own 
initiative where required.  

 Excellent communication skills – both written and oral. 

 Excellent interpersonal skills, with the ability to work with a wide 
range of people and a friendly, helpful, can-do manner. 

 Sound IT skills including experience of using EPOS systems, 
Microsoft Office and Outlook. 

 
Desirable: 

 Experience of working with and supervising volunteers. 

 Experience of working within a Museum or cultural environment 

 Experience of working within a retail and/or café environment. 
 
 



 
9. 

 
General terms and Conditions: 
 
Contract:  This is a permanent part-time contract.  
 
Hours:  This is a part time position with shifts mainly scheduled from 
Thursday to Saturday 9.30am to 5.30pm. Flexibility will be required to 
allow for duty management, event, bank holiday and holiday cover.  
Occasional out of hours and evening work will also be required to support 
our busy programme of events.  
 
Holiday allowance: 29 days annual leave (inclusive of 8 days’ statutory 
public holidays) calculated pro rata. 
 
Probationary period:  3 months 
 
Notice period:  1 week during the probationary period and 2 months 
thereafter  
 
Pension:  The Museum is part of the NEST pension scheme. 
 

10. Application Process: 
 
To apply for this position, please send your CV and covering letter 
detailing your relevant experience and skills in relation to this role: 
By email to: adam.kalinowski@dickensmuseum.com 
 
Closing Date: 22nd May 2017 5pm 
Interviews to be conducted week commencing 29th May 2017 
 

11. Background Information: 
 
The Charles Dickens Museum was founded (as the Dickens House) in 1925 
to preserve and promote the life and work of Charles Dickens, the greatest 
novelist of the Victorian era. It is fully accredited and is constituted as a 
charity (charity number 212172). The Museum holds the world’s finest and 
most comprehensive collection of material (over 100,000 items) relating to 
Dickens’s life and work. It was here at 48 Doughty Street (a Grade 1 listed 
building) that Dickens established himself as a writer in the 1830s and rose 
to international fame. The Museum also houses an extensive archive and 
research library used continually by leading scholars, and it is the 
headquarters of the international Dickens Fellowship. 48 Doughty Street is a 
place of pilgrimage for people from all over the world – fans, scholars, 
researchers, writers – and it is a place of learning for thousands of children 
and young people. We receive 200-300 visitors daily, as well as 50+ school 
pupils each day during term time.  
 
Website: http://www.dickensmuseum.com  
 
The Charles Dickens Museum Limited of 48 Doughty Street, London WC1N 2LX 
acting as the sole trustee of The Dickens House and the Dickens House Fund 
(registered charity number 212172). 
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