
    

 
Commercial & Buildings Officer, Job Description – Autumn 2021 
 

 
 
 
Commercial Buildings Officer 
Dovecot Studios 
 
Location:   Edinburgh 

Salary:   From £19k 

Reports to:  Commercial Manager – 70% of time 
   Head of Finance & Resources (Operations) – 30% of time 
Full time:   40 hours per week excluding breaks 
Days:    Flexible rota shifts, incl. evenings and weekends 
Pension:  Dovecot operates a group pension scheme 
Annual Holidays: 28 days + 9 bank holidays pro rata 
Additional:  Staff discount on Dovecot Products 20% 
Deadline:  Once position is filled 
 

ROLE: 
The Commercial Buildings Officer is responsible for providing a first-class visitor experience and ensuring 
the upkeep of the Dovecot building and facilities. The role encompasses being the first point-of-contact 
for all visitors, managing ticket, retail sales and contributing to events.  In addition, you will have day-to-
day responsibility for the security and maintenance of the building, including liaising with external 
suppliers and updating the Head of Finance & Resources. Providing high quality support to the 
Commercial Manager, you will work as part of a dynamic team with a remit to expand our public offer 
and maximise income generation to support the world-renowned Dovecot Tapestry Studio. You will be 
expected to gain knowledge about Dovecot and share this confidently, acting as an ambassador for 
Dovecot with our visitors, participants, and suppliers.   
 
MAIN DUTIES AND RESPONSIBILITIES: 

The post holder is required to work flexibly to ensure business needs are met. Usual hours are 9am – 

6pm on a rota across a seven day week, with occasional evening and Sunday-opening for events such as 

Edinburgh Festival.  This role will require some level of manual handling, for example moving tables and 

chairs to assist with set-ups.  

Customer Service and Sales:  

 Deliver and maintain excellent customer service standards, and ensure there is a professional and 

friendly visitor experience at all times.  

 Support the Commercial Manager to manage and direct FOH casual staff and volunteers. 

 Actively sell and issue exhibition tickets (including group bookings), talks and events ensuring 

effective and accurate use of the booking system and card machines.  

 Work in the Dovecot shop: actively selling products, re-stocking shelves, ensuring the general up 

keep of the area and providing general support to Retail Coordinator as necessary. 

 Cash up daily sales at the end of every day, strictly following cash handling and till procedures and 

ensure other staff and volunteers adhere to the Dovecot cash handling guidelines. 

 Support the Commercial Manager to ensure you and the FOH team are informed and enthusiastic 

about the Dovecot programme and ensure leaflets and the Dovecot shop display are up to date. 

 Maintain visitor information, inputting visitor bookings and feedback to maximise future sales 

opportunities. 
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 Ensure commercial sales objectives are met through data management, communication and Front 

of House marketing initiatives, including ticket deals and promotions. 

 Provide analysis of visitor information and feedback to senior management team to help maximise 

future sales and improve future programming.  

 Deal with general queries, take messages and transfer calls and specialist enquiries to Dovecot staff 

members in an efficient manner.  

 Keep Dovecot reception, public spaces and exhibition gallery clean, tidy and safe at all times.  

 Share exhibition and event information with visitors, ensuring leaflets and website details are up to 

date. 

 Support marketing team with social media and other marketing channels to help with promotion. 

 
Operations:  

 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.  

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

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

contents.  

 Responsible for recycling collections and special waste uplifts for the building. 

 Prepare for Dovecot events, checking all equipment is functioning, with the setup of Gallery spaces 

and provide assistance to attendees. 

 Act as an Emergency First Aider. 

 

Building Maintenance, Security, Health & Safety:  

In addition to the commercial and FOH responsibilities outlined above, the post holder is responsible for 
providing high quality support to the Head of Finance & Resources through: 

 Assist the Head of Finance & Resources to monitor Health & Safety policies and procedures by 

keeping up-to-date with HSE requirements, current legislation and guidelines. Develop and issue 

new policies to the wider team as required and ensure these are accessible on the company server.  

 Ensure the Dovecot building complies with current H&S legislation through Fire Risk Assessment 

and a regular schedule of in-house inspections, including first aid kits and water temperature 

testing. 

 Manage the 6-monthly fire evacuation drills and First Aid training – and resolve action points – to 

ensure staff follow all aspects of fire safety plus Health & Safety policies and procedures.  

 Conduct regular Building Risk Assessment to identify, schedule and monitor periodic maintenance 

works with external contractors in line with agreed contractual agreements and quotes. Ensure 

CCTV, fire and intruder alarms work at all times, liaising with police if requested  

 Take responsibility to log and manage maintenance records in physical and digital form and act as a 

first point of contact for staff and building tenants for the reporting of faults.  

 Respond to emergency or break down situations in the building, containing hazards, informing 

relevant building users and calling out contractors when necessary,  

 Support Senior Management to source and negotiate contractual terms/quotes with suppliers.  

 Induct new staff and building users in key holding duties, fire evacuation and Health and Safety 

policies and procedures  

 Issue and manage the use of Dovecot keys and car park fobs through formal processes.  

 



 

 

Dovecot Studios Limited Reg. No: SC214852 Reg. Office: 10 Infirmary Street, Edinburgh EH1 1LT 3
  

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. As part of our equal opportunities 
monitoring process we will email all applicants an equal opportunities form to complete and return. 
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Commercial & Buildings Officer 
Dovecot Studios 
 

Person Specification 

 Essential Desirable 

Skills/Abilities 
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.  

Excellent communication skills, both verbally and 
in written form. 

Target driven and numerate with excellent sales 
skills and experience of ticketing 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. 

Self-motivated with excellent time management 
and administrative skills. 

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

Adobe Creative Suite including 
Photoshop.  

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. 

Basic knowledge of building 
operations such as plumbing, 
electrics, etc. 

Qualifications 
and training 

 First aid and/or health and safety  
trained 
IOSH trained 

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. 

Cash handling responsibility.  

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

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. 

   


