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Welcome
I am delighted that you are interested 
in applying for a job at Saffron Hall. 

Saffron Hall is a unique arts and education charity, in a 
unique county. Although we are currently based in Saffron 
Walden and at Saffron Hall, our impact is felt not only across 
Essex but considerably further afield. Much of what we do 
has national significance and, as our reputation grows, we are 
increasingly able to use our voice, to advocate for change 
within the arts, to a wider audience. 

Essex is a great place to live and might be very different from 
how you imagine it. You will find Essex has a rich heritage, 
beautiful locations, and lots to offer in terms of arts and 
culture. We believe Essex is the UK’s best-kept secret and is 
jam-packed with reasons why we believe it’s a much better 
place to live than London or other major cities! 

I hope you enjoy reading through the next couple of 
pages and that you consider applying for this role. 
Thank you again for your interest. 

Angela Dixon
Chief Executive 



About Saffron 
Hall Trust
We are an arts and education charity based at Saffron Hall, bringing exceptional musical 
performances to local and regional audiences, raising aspirations among young 
people, and promoting well-being in the community. Saffron Hall, on the site of 
Saffron Walden County High School campus, lies at the heart of a unique partnership 
between Saffron Hall Trust and Saffron Academy Trust- a family of schools providing 
outstanding state education for their communities.

Saffron Hall opened in 2013 with a season of just twelve concerts. Eight years later it 
boasts a world-class music programme that includes two Resident Orchestras, classical, 
opera, folk, big band, brass band, swing, jazz, world, and genre-defying music. 
Dance and spoken word have since been added to the programme. To date, we 
have presented 449 events and 182 local amateur concerts and sold over 192,000 
tickets to more than 42,000 bookers on our database. Since 2015, our schools and 
community programmes have engaged with over 35,000 participants.

At the heart of our programme is the belief that all are entitled to high-quality 
performing arts experiences. It is this spirit of equal opportunity that is endlessly 
appealing to audience members, artists, and participants alike. Some of the world’s 
finest artists regularly appear on stage with young people and amateur performers 
or take part in our schools and community programmes. From artists such as Nicola 
Benedetti, Jess Gillam, Kathryn Tickell, and Courtney Pine to ensembles such as 
Britten Sinfonia, the London Philharmonic Orchestra, the National Youth Jazz Orchestra 
and Boy Blue Entertainment, they have all become genuinely bound to our community, 
making the performing arts an integral part of life in our area.

We have assembled a team of experienced, highly motivated, and like-minded 
people with an ethos that combines a desire to share a passion for the arts with the 
wider community whilst exploring how this can be achieved in new and innovative 
ways. We think that what we do is worthwhile, how we do it exceptional and the 
environment we work in exciting.

Culture as part of a local strategy
As the pandemic recedes, we are advocating a vision for culture to sit at the heart 
of local recovery strategies. Culture is a powerful tool that can unlock potential in a 
range of areas, from health, wellbeing and education, to learning and placemaking. 
The dividends justify not only financial investment in culture, but also making cultural 
strategy one of the foundations of policy making. 
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Position:  Visitor Services and Hospitality Manager

Responsible to:  Fundraising and Communications Director 

Responsible for:  Visitor services team which includes: duty managers, 
  catering manager, bar staff, ushers and volunteers

Location:  Saffron Walden, Essex

Travel Required: Some travel may be required

Salary Range: £29,000 – £36,000

Position Type: Full Time

Hours of work:  40 hours per week (including paid lunch break). 
  Evening and weekend working required.

Holiday:  24 days a year plus public holidays

HR Contact:  deirdre.hickey@saffronhall.com 

Deadline for application: 11 April 2023, 5pm

DBS Checking:  This appointment will be subject to an enhanced Disclosure and  
  Barring Service check. Saffron Hall Trust is committed to safeguarding 
  and promoting the welfare of children and young people and 
  expects all staff and volunteers to share this commitment. 

Saffron Hall RecruitmentFull Job 
Details



Visitor Services &
Hospitality Manager
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The purpose of our Visitor Services and Hospitality Manager is to create a diverse team of 
enthusiastic staff who are excited about ensuring that everyone who attends our events 
(audiences and performers) have a truly fantastic visitor experience.

This means you will have leadership responsibility for ensuring staff and volunteers in front-of-
house (FOH) operations, bar and catering services and merchandise sales engage with our 
visitors and deliver a truly over-the-top guest service.

This is a new position which brings together two highly experienced teams in FOH and catering 
operations whose close attention to our visitors’ needs matches the excellence of the performance 
they have come to enjoy.

This places our attachment to delivering outstanding levels of customer service with our passion 
for offering audiences the very best in the performing arts.

 Key Responsibilities: 

• Continue to develop our existing visitor services team through role-model leadership and  
 regular training.

• Share the ambassadorial role with other members of the trust’s leadership team when
 receiving special guests and delegations.

• Review, develop and implement revised standard operating procedures across all functions  
 to improve efficiencies and effectiveness in everything we do. 

• Develop our award-nominated volunteer scheme by implementing sustainable improvements 
 to benefit both Saffron Hall and our volunteers who support it.

Line Management, Recruitment and Training 
• Recruit and manage team members ensuring they comply with customer service standards  
 and HR policies and procedures at all times.

• Develop and implement a programme of training and retraining which ensures that new hires  
 and more experienced staff can deliver outstanding levels of customer service across all FOH  
 and catering operations.

• Implement the trust’s performance management process to ensure that individual capabilities  
 are maximised, and any shortcomings identified and resolved.

• Ensure that staffing levels across all operations match the demands placed upon them by  
 implementing recruitment initiatives, headcount plans and staff rosters to meet the season’s  
 schedule of programmes.

Operations
• As duty manager for the venue ensure all operations are running smoothly, and be the 
 go-to person for the resolution of sometimes diplomatically challenging problems and 
 difficulties which typically arise in a fast-moving hospitality setting.

• Oversee management of all drink, food and consumable stock for the bar and catering 
 functions to maximise availability, choice and profitability, and minimise waste and cost.
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• Ensure venue safety and security policies, procedures and protocols are properly complied  
 with so that the building and staff and visitors are safe during fire, security and other alerts.

• Act as one of the named premises supervisors (licensing) for the Trust.

Customer Service 
• Ensure staff comply with your own high customer standards as they relate to appearance,  
 deportment, client engagement, attention to detail and service excellence.

• Report on feedback received from audiences and customers and create plans for 
 improvements where necessary.

• Source, create and propose new business opportunities to develop and grow the bar and  
 catering proposition including the initiation of food-led events.

Visitor Services &
Hospitality Manager

 Skills:

• Strong leadership, diplomacy and ambassadorial skills with an ability to command respect  
 and confidence from others when resolving employee, operational and visitor problems.

• Effective presentation and instruction skills.

• Courage, strength and confidence to raise and maintain customer service standards.

• Creative approach to problem solving, business development and visitor engagement.

• Capacity to learn how to use proprietary finance, box-office and sales software and applications.

• Basic skills in MS Word, Excel and PowerPoint.

• Strong emotional intelligence, able to maintain an even temperament and a calm disposition  
 during periods of difficulty and turmoil. 

• Ability to create a collaborative working culture, so that team members feel empowered and  
 valued for their contributions.

• Remain flexible and adapt action plans as circumstances dictate.

 Experience:

At least ten years’ management experience in hospitality leading teams in FOH, catering and 
bar services, ideally in the performing arts.

Wide range of HR experiences including those relating to disciplinaries, grievances, recruitment, 
performance, attrition and attendance and time-keeping.

Working with, and recruiting, a diverse range of employees in terms of age and employment 
status – permanent staff, fixed term contracts, casual workers and volunteers.

 Knowledge:

• Basic understanding of the licensing laws, and the obligations of a license holder.

• Health and safety regulations as they relate to public safety, food hygiene and first aid.

• A keen interest in the performing arts.



Summary of Terms
A full time, permanent contract is offered. 

A salary of £29,000 – 36,000 per annum is envisaged, depending on experience. 
Following a six-month probation, the notice on each side will be 2 months. There 
are generous sickness-pay conditions and a pension scheme applicable to your 
employment. 

Activity primarily takes place in Saffron Walden with evening and weekend work a 
core part of the role. 

SHT are committed to providing relevant training and encourage the personal and 
professional development of all employees. 
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How to Apply
To apply, please send a CV and covering letter to deirdre.hickey@saffronhall.com. 
The cover letter should address how your experience and skills, professional or otherwise, 
match the role and personal specification and be no more than 2 sides of A4. 
Please put Visitor Services and Hospitality Manager in the subject line.

If you would like an informal confidential conversation about this job, please contact 
graham.king@saffronhall.com 

Saffron Hall Trust is an equal opportunities employer. We recruit regardless of race, 
religion, gender, sexual orientation, age, neurodivergence, or disability status and 
look to employ from a wide range of backgrounds and experiences. We want to 
make it possible for everyone to shine during the application process. 

If you need any changes to our application process or would like to apply in a short 
video, or another format, we would be happy to support you and accommodate this. 
If there are any other changes we could make to accommodate you, please let us know. 

The deadline for applications is 11 April 2023, 5pm



Working and 
Living in Essex 
As a place to live, Essex is one of those rare places that offers something for everyone. 
There’s rural living in the villages and huge expanses of countryside. You’ve got towns 
and suburbs, with the bright lights of London and the dreaming spires of Cambridge 
within easy reach. And, on top of that, you’ve got miles of beautiful coastline dotted 
with seaside resorts. 

Pretty much wherever you make your home, you’re never far from the coast, the 
countryside, or an urban centre. If you currently live here, you’ll know this already. 
But if you’re considering moving to the county, take a look at some of the biggest 
attractions in Essex - https://www.visitessex.com/things-to-do

We’ve also collected some handy information on homes and housing - 
https://www.movehub.com/uk/moving/essex/

Here are our top 5 reasons to move to Essex

1. QUALITY OF LIFE: Essex boasts some of the most beautiful landscapes in the  
 country. The County Council owns eight of them and a heritage site, so wherever  
 you are in the county, there will be a green space very close to you.

2. CULTURAL LIFE: As well as our world class concert hall, Saffron Walden boasts a  
 museum, galleries, weekly markets, street food events and community 
 organisations including choirs, orchestra and musical theatre groups.

3. ADVENTURES FOR ALL: Alongside being a fun and vibrant cultural county, the  
 great outdoors is yours to explore in Essex! There is plenty to do for mountain  
 bikers, hikers, sailors, water sports fans. 

4. FAMILY LIFE: Essex is a great place to bring up a family, with a variety of different  
 high quality schooling options. 

5. BEST OF BOTH WORLDS: Essex is on the capital’s doorstep, with a better quality 
 of life and cost of living compared to London. In a quick train ride, you can enjoy a  
 London-centric social life, without the disadvantages of London life.

If you are considering this post and do not currently live in the region and would like 
to speak to someone about what it’s like to live here, please do let us know. We can 
arrange for you to chat to a member of the team, as we know moving to a new area 
can be a big step.
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Saffron Hall 
Audley End Road 
Saffron Walden 
CB11 4UH 
United Kingdom
Registered Charity No. 1153685

Admin office 01799 588 545 
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www.saffronhall.com 


