
    
 

The Company 
The Royal Lyceum Theatre Edinburgh is the leading producing theatre in Scotland and one 

of the United Kingdom’s most prolific theatre companies. 
 

Led by Artistic Director David Greig and Executive Director Mike Griffiths, The Lyceum has 

developed a reputation for innovative, artistically exciting, high-quality theatre, drawing 

upon the considerable talent in Scotland as well as developing award-winning work with 

national and international partners. These co-productions and collaborations represent a 

core strand of the company’s strategy to extend the life of The Lyceum’s productions and 

to present the company’s work across the UK and abroad. This was recognised by our 

nomination for Regional Theatre of the Year in The Stage Awards 2020. 

 
The Lyceum is committed to being a truly civic theatre rooted in the community, 

diversifying voices, entertaining, challenging and inspiring all the people of Edinburgh. 

Therefore, a very important part of The Lyceum’s offering is a well-attended and varied 

programme of engagement, outreach, youth theatre and schools’ projects delivered by 

our Creative Learning team. As well as excelling creatively, the company has developed 

deeper links to the community and is expanding its artist development opportunities. 

 
The theatre with its seating capacity of 658, is a magnificent example of late Victorian 

theatre architecture. Our offices and rehearsal space are directly across the road, and 

our scenic workshop and wardrobe-making departments are situated at Roseburn, 

which is a little over a mile away from the theatre. 

 
 

The Royal Lyceum Theatre Company is an equal opportunities employer. The Royal Lyceum 

Theatre Company Ltd is a Charity registered in Scotland. No. SC010509. 



    
 

Job Description, Terms & Conditions: 
 

JOB TITLE: Stage Door and Security Supervisor 

LOCATION: Lyceum Theatre and Offices, Edinburgh 

SALARY £23,000 per annum, plus pension and benefits 

TERMS: Full-time, Permanent (35 hours) – Monday to Sunday, 

working pattern to be agreed (standard hours between 

10am-6pm) 

RESPONSIBLE TO: Technical Manager 

RESPONSIBLE FOR: Stage Door Team and Buildings Security 

 

MAIN PURPOSE OF POST:  

The Lyceum is looking for an organised and motivated individual to fill our Stage Door 

Supervisor role. They will be responsible for the effective management of the Stage Door 

Team ensuring a high level of efficiency and customer service, and a motivated team. They 

will report to the Technical Manager however the position requires liaison across all areas of 

the organisation. This is a key role in the organisation whereby the Stage Door acts as the 

main ‘Reception’ for staff and visitors to the Lyceum buildings. 

The ideal candidate will have practical work experience of providing first class customer 
service together with the ability to work under pressure and to stay calm in difficult 
situations. The role requires someone with strong all-round administration skills and clear 
communication skills. You must be capable of multi-tasking in a busy front-facing 
environment. We are looking for a professional person with a proactive approach to 
completing tasks. This role requires a confident character who can build rapport easily with 
new people.  
 

KEY RESPONSIBILITIES: 

1. To deliver exceptional customer service to all Stage Door users including staff, acting 
companies, visitors, contractors, and delivery drivers to the Theatre buildings and 
maintaining a record of who is in the Theatre building. 

2. To manage the day-to-day direction of the Stage Door team ensuring objectives are 
set for all direct reports. To review and organise delivery of ongoing training & 
development and ensure that staff appraisals are formally completed and recorded 
using company guidelines. 

3. To schedule stage door staff, shift patterns, ensuring that all shifts are adequately 
staffed, collating and reviewing staff timesheets. 



    
 

4. To undertake regular team meetings as deemed appropriate to ensure key objectives 
are delivered. 

5. To deal with general enquiries, providing information about the Company’s activities. 
6. To maintain an efficient communications system. Taking and distributing messages, 

including telephone and e-mail messages, across the organisation.  
7. To manage all postal contracts with the support of the Finance Team. Processing 

outgoing mail and sort the distribution of incoming mail across the organisation.  
8. To order and distribute mail, office equipment and stationery across the organisation, 

in liaison with the Administration Department. 
9. To be fully conversant with the intruder alarm system, ensuring the security of the 

buildings and their contents, monitoring access in the buildings via the CCTV cameras. 
10. To co-ordinate the purchase, programming, issue and return of security fobs and 

access keys. 
11. To be fully conversant with the operation of the fire alarm and evacuation procedures. 

To conduct fire rounds prior to public performances, and to start and assist in the 

evacuation of the Theatre in the event of an emergency and to act as a point of contact 

for other staff. 

12. To train staff in the use of telephone, fire, and intruder alarm systems, organising 
training by external providers where required. 

13. To ensure that Health and Safety requirements are adhered to looking out for safety 

hazards and defects, taking appropriate action where necessary and/or reporting to 

the maintenance team. 

14. To undertake any other tasks that may reasonably be required by the Technical 
Manager. 



    
 

 Person Specification 

Essential 

• Excellent customer service skills 

• Excellent organisational and team management skills 

• Ability to work under own initiative and as part of a team 

• Ability to work calmly under pressure and to multi-task 

• Flexibility and reliability  

• Previous management experience 

• Computer literacy 
 

Desirable 
 

• Experience working in a security role 

• Experience in managing Health and Safety requirements in a building/ venue 

• Active interest in theatre 

• First Aid Training 
 
 

HOW TO APPLY: 

 
Send your application to jobs@lyceum.org.uk including Stage Door and Security Supervisor 
in the subject line. 
 
Please apply in writing with the following information: 

• An up-to-date CV highlighting relevant experience, not more than 2 sides of A4. 

• Covering letter setting out how your skills and experience meet the person 

specification. 

• Names and contact details of two referees. 

 

Please note that if you don’t feel you fit the essential criteria of the role but would still like 

to apply, we encourage you to do so with further information about why you’re a great fit. If 

you would like to apply through an alternative means, such as video or audio file, you’re 

welcome to do so. To discuss the roles and interview process further, please contact: 

jobs@lyceum.org.uk  
 

Closing date: Monday 15th August 2022. 

If you have been selected, we intend to organize interviews in the week commencing 

Monday 22nd August 2022. 
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