
 

Commercial Manager, Job Description – July 2021 

 

 

 

Commercial Manager 

Dovecot Studios 

Location:   Edinburgh 
Salary:   Competitive  
Reports to:  Head of Commercial & Operations 
Full time:   40 hours per week excluding breaks 
Days:    7 day operation, working flexibly at weekends and evenings 
Pension:  Dovecot operates a group pension scheme 
Annual Holidays: 28 days + 9 bank holidays pro rata 
 
ROLE: 

The Commercial Manager is responsible for Dovecot’s visitor experience including ticketing, retail, 

public events and building operations. The role supports the Head of Commercial and Operations to 

expand our public offer and to maximise income generation to support the world-renowned 

Dovecot Tapestry Studio. The role encompasses line management of the front of house team, 

including responsibility for staff rotas and duties to meet the needs of Dovecot, managing volunteers 

and providing customer service training. 

 

Combining an ambitious entrepreneurial outlook with an understanding of how to apply selling skills 

to drive sales and meet KPI’s, you will be a team player with excellent organisational skills. Excellent 

written and verbal communication are essential as well as a commitment to delivering an 

outstanding customer service experience to a diverse range of visitors. It is likely you will have at 

least two years’ experience in retail, box office or customer-facing roles in a commercial or target-

driven environment. You will play a key role in helping Dovecot reach a wider audience so you must 

be a confident, enthusiastic and articulate ambassador for our work. 

 
MAIN DUTIES AND RESPONSIBILITIES: 
The person appointed to this post will be required to work flexibly, with usual hours as 9am – 6pm. 

Dovecot operates over a seven day week with set public opening hours Monday until Saturday and 

every day during the Festival period. It is envisaged the post holder will work flexibly to ensure 

business needs are met, including working evenings and public holidays as required. 

Management:  

 To lead in the delivery of the Front of House (FOH) commercial business activity ensuring there is 
a professional friendly visitor experience at all times. 

 Set and manage targets to increase visitor footfall and conversion on footfall within Exhibition, 
Café, Public Programme and Retail. 

 To lead on the FOH operations within a COVID-19 environment and post COVID operating model  

 To develop new and entrepreneurial activity, which will grow commercial business, generating 
footfall where possible, and sales which underpin the financial resilience of Dovecot. 

 Work with the Marketing & Communications Manager to set objectives for PR, press and social 
media to ensure commercial targets are met. 

 Set and manage a high level of customer service, dealing with all comments and points raised by 
the public in Front of House areas and following up these points by immediate action or 
consultation. 
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 Ensure you and the FOH team adhere to Health and Safety objectives at all times and report any 
issues through the Commercial Buildings Officer to the Head of Finance & Resources. 

 Recruit and manage front of house team and volunteers. 

 Manage the rotas and duties of the Front of House team to meet the needs of Dovecot. 

 Line manage the Front of House team; set objectives, monitor performance and provide support 
and training. 

 Organise relevant First Aid, fire safety, security, GDPR and other essential training with reference 
to the Head of Commercial & Operations and the Commercial Buildings Officer. 

 Manage the volunteer and internship programme; including recruitment, rotas and training. 
 

Retail:  

 Devise and implement a retail strategy in line with exhibitions, seasonal changes and public 
events. 

 To ensure the planning, ordering, and merchandising of the retail area to the standards required. 

 Manage the Retail Coordinator in researching new stock, maintaining relationships with suppliers 
and merchandising the shop, whilst they are accountable for stock levels and stock control 

 Manage, record and analyse retail sales to recognise trends and encourage future sales. 

 Forward planning to achieve retail targets and objectives. 
 

Revenue and income targets:  

 To motivate and work with your team to deliver strategic income targets, audience development 
and engagement. 

 Maximise revenue with strategic input on monthly and yearly income and visitor targets.  

 Work closely with the Head of Commercial & Operations in managing the retail budget and 
achieving retail sales. 

 Manage daily cashing up and set strict cash handling guidelines to ensure all staff and volunteers 
adhere to cash handling and till procedures.  

 Ensure commercial sales objectives are met through data management, communication and FOH 
marketing initiatives, including ticket deals and promotions with preferred partners. 

 
Information:  

 Ensure that you and the Front of House team are fully engaged with and knowledgeable about 
the activities of Dovecot and the exhibitions and activities taking place in the building.  

 Manage data capture, creating databases as necessary, to provide accurate information on visitor 
numbers, sales, bookings and feedback.  

 Provide analysis of visitor information and feedback to senior management team to help maximise 
future sales and improve future programming.  

 Undertake word processing, compile spreadsheets and presentations, use email (MS Outlook 
calendars, etc.), internet and data input where required.  
 

Operations:  

 Monitor cleanliness and state of repair of public areas and ensure these are kept tidy at all times 
and that the retail and leaflet displays are up to date. 

 Be responsible for the preparation, set-up and delivery of public events, courses and workshops, 
liaising with the Sales & Business Development Manager and Café as required.  

 Develop and deliver public events programme, including exhibition previews, workshops and talks 
in the building, and support these with staffing and customer service as required. 

 Ensure timely and efficient management and re-ordering of stocks of stationery and check 
relevant invoices are within agreed budgets. 

 Co-ordinate FOH meetings, deputising for the Head of Commercial & Operations when necessary, 
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and provide updates at operational meetings as required. 

 Manage FOH team to support the Marketing & Communications Manager with social media tasks 
and database administration.  

 Support the Head of Commercial & Operations with general administration including the 
maintenance of, and compliance with all Dovecot systems including finance, security, buildings, 
maintenance and ICT. 

 
Building Security, Health & Safety:  

 Manage the rota of the Commercial Buildings Officer, and other FOH team, to allow sufficient time 
to undertake building maintenance. 

 Report maintenance issues and concerns through the Commercial Buildings Officer to the Head of 
Finance & Resources, and help to facilitate maintenance visits as required.  

 Alarm and de-alarm the building as necessary to ensure the safety of Dovecot buildings and 
contents. 

 Monitor access to the building and safeguard the exhibition displays during events.  

 Prepare for Dovecot events, checking all equipment is functioning, with the setup of Gallery spaces 
and provide assistance to attendees. 

 Manage recycling collections and special waste uplifts for the building. 

 Conduct daily building walk rounds, ensuring all fire escape routes are clear and be responsible 
for the general tidiness and arrangement of the building back of house.  

 Conduct the weekly fire alarm test and coordinate 6-monthly fire evacuation drills.  

 Act as an Emergency First Aider. 
 
General 

 Undertake such other duties as may be reasonably required to ensure the smooth day-to-day 
operations of Dovecot. 

 Be one of the emergency points of contact for the Dovecot building – Monday to Sunday 24/7. 
 

 
This job description sets out the key responsibilities and tasks of the post and is not exhaustive.  It 
may alter with the changing needs of Dovecot.  This job description may be reviewed and updated 
annually. 
 
We are committed to equality of opportunity for all staff and applications from individuals are 
encouraged regardless of age, disability, sex, gender reassignment, sexual orientation, pregnancy 
and maternity, race, religion or belief and marriage and civil partnerships.  

 

 
 
 

HOW TO APPLY 
 
Please send a short covering letter and your CV through the Indeed website by Monday 26 July 2021, 
at 10am. 
https://uk.indeed.com/viewjob?jk=3aee7eaa19d4a11e&tk=1f9u5qiv0stat803 
 
Interviews will take place on Tue 3 August and Wed 4 August. 
 

 

https://uk.indeed.com/viewjob?jk=3aee7eaa19d4a11e&tk=1f9u5qiv0stat803
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Commercial Manager 

Dovecot Studios 

Person Specification 

 Essential Desirable 

Skills/Abilities Excellent proven people management, 
organisational and supervisory skills.  

Ability to deliver commercial sales targets 
for activities such as tickets, retail and 
events, preferably in the museum and 
gallery sector. 

Exceptional customer service approach, 
with a friendly, confident and professional 
manner.  

Target driven and numerate with excellent 
sales skills and experience of ticketing box 
office and/or Epos retail systems.  

Microsoft Office including Word, Excel, 
Outlook. 

Ability to plan ahead, identifying risks and 
contingencies, to ensure the professional 
set-up and delivery of visitor events and 
services. 

Effective interpersonal skills to deal 
tactfully and effectively with a range of 
visitors, including VIP guests. 

Adobe Creative Suite including 
Photoshop.  

Self-motivated with excellent time 
management and administrative skills. 

The ability to work quickly and 
accurately under pressure and to meet 
deadlines. 

Gallery invigilation experience. 

 

Knowledge An understanding of personal and 
collective responsibility with regard to 
Security and Health & Safety regulations 
and procedures  

Commitment to equality and diversity. 

A knowledge of modern art, craft and 
design, especially in a museum or 
heritage context. 

Qualifications 
and training 

 First aid and/or health and safety 
trained. 
IOSH qualification 

Educated to degree level in a relevant 
subject, or equivalent experience. 

Experience Customer service and sales experience in a 
target-led environment, ideally in retail, 
hospitality or gallery environment. 

Responsibility for operations or facilities 
maintenance, ideally in a retail, hospitality 
or gallery environment. 

Cash handling responsibility. 

Recruiting and managing volunteers. 

Managing a budget. 

A team player. 
 

Other 
requirements 

A flexible and adaptable approach to 
working hours that will include some 
evening and weekend work.  

UK residency and work permit 

Creative and commercial outlook. 
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Dovecot Studios Ltd (DSL)  
Dovecot is a landmark centre for contemporary art, craft and design built around a leading 
international tapestry studio. We occupy an extraordinary building in the heart of Edinburgh, from 
where we programme, commission and produce exhibitions and events for audiences and clients 
who share our passion for making and the creative arts. Dovecot Tapestry Studio is a world-
renowned producer of hand-woven tapestry and gun tufted rugs. We continue a century-long 
heritage of making and collaboration with leading international contemporary artists to produce 
extraordinary and engaging works of art.  
 

Dovecot Foundation (TDF)  
Dovecot Foundation exists to champion and support Dovecot Studios and its place in the world of 
contemporary art, design and making. We do this both literally and figuratively by putting the 
Tapestry Studio at the heart of all we do: in our exhibition programming; in our apprenticeship 
programme; in our commissioning of and collaborations with leading artists from around the world; 
and in the cultural and educational partnerships we develop. Most of all, however, we do this by 
continually seeking to bring the extraordinary work of contemporary artists and makers to a wider 
audience.  
 

 


