
 

 

 
 

 

Cinema Operations and Programme Manager 
 

The role of the Cinema Operations team at Leeds Heritage Theatres (LHT) 

The Hyde Park Picture House Operations team are responsible for the day-to-day management of 

the organisation’s film offer primarily through work at the Picture House complimented by 

strategically led off site activity. With a focus on cultural cinema, the Picture House team aim to 

grow audiences and foster meaningful engagement with film in an environment which is safe, 

inclusive and sustainable for staff, external partners and audiences alike.  

 

Purpose of Job 

The Cinema Operations and Programme Manager will be responsible for overseeing the day-to-day 

operation of all audience facing activity at the cinema, creating an environment where staff and 

volunteers feel trusted, empowered, engaged and audiences feel welcome.  

 

They will manage the operational delivery of the commercial activities of the venue (ticket sales, 

secondary sales and private hires) and work with the Head of Cinema and other colleagues to feed 

that into the ongoing development and management of a sustainable business model which works 

to deliver the strategic aims of Leeds Heritage Theatres.  

 

Through the Programming element of the role, they will work with the Head of Cinema and the 

wider Picture House team to help shape the cinema’s programme, combining a wide range of new 

releases with defined programming strands including but not limited to family friendly, cult, archive. 

This will be managed in line with the cinema’s growing audience development strategy, and mindful 

of the target audiences identified in that strategy.   

 

 

 

Principal Accountabilities 

The key responsibilities of the role are:  

• Form part of a joined-up programming team including the Head of Cinema, Young Audiences 
Officer, Creative Engagement Officer, Marketing and Communications Officer and with 
external support from the Independent Cinema Office to collectively shape and deliver the 
Picture House’s programme.  

 



 

 

• Oversee the recruitment and management of the Operations team, helping to ensure this 

large section of the cinema workforce is appropriately trained and able to meet the needs of 

the job but is also supported and suitably developed to unlock their full potential.    

 

• Manage the operational needs of the Picture House as part of the Organisation’s Box Office 

contract including close working with the Marketing and Communications Manager to 

support their aims.   

 

• Work closely with the Theatre based Box Office and House Management teams to share 

learning and best practice as well as develop joined up strategies to maximise cross venue 

opportunities.   

 

• Ensure the smooth opening, closing and day-to-day operation of the cinema when on shift 

and when off shift through an appropriately trained operational team including the Deputy 

Operations Manager.   

 

• Work with the Head of Cinema and other colleagues to develop the Picture House’s private 

hire offer ranging from commercial to charitable/educational hires and to lead in managing 

delivery of that offer upon re-opening.   

 

• Work with the Deputy Operations Manager to design and manage the cinema’s secondary 

sales offer to maximise profits in line with the venue’s values and environmental strategy.   

 

• Work with the Projection and Facilities Manager to ensure all areas of the venue are 

maintained in accordance with security, health and safety and fire regulations.  

 

 
Nature and Scope of Role 
The Hyde Park Picture House is part of Leeds Heritage Theatres Ltd. (LHT). LHT is a registered charity 
encompassing three historic venues: The Hyde Park Picture House, Leeds Grand Theatre and City 
Varieties Music Hall as well as an active Youth Theatre. 
 
Over 2021/2022 the Picture House undertook a major capital project to restore, revitalise and 
expand its building to better serve the audiences of Leeds. These works will continue through to 
Summer 2022. Throughout that time the Picture House will run a part time On the Road programme 
primarily (but not exclusively) based at the Pyramid Theatre at the University of Leeds Students 
Union.  
 
The role of the Cinema Operations and Programme Manager will follow the Principal 
Accountabilities as well as undertake a variety of other tasks which support these goals including but 
not limited to the following areas;  
 

Management  

• To liaise with the Head of Cinema and the Finance team to produce an annual budget in line 

with the business plan and ensure the department achieves targets.  



 

 

• To oversee the effective production of staff rotas and ensure that costs are controlled, 

budgets are adhered to and staff are deployed so-as-to meet the requirements of our 

premises license and of our expected business levels whilst delivering excellent customer 

care. 

• To ensure that company policies and procedures are understood and followed by all staff as 

required within the Operations department, including cash, stock and purchasing systems; 

recruitment, induction and staffing policies; licencing and H+S and other relevant key 

company policies.  

• To develop clear lines of communication within the team and in collaboration with other 

departments so that all staff are aware of both the daily priorities of the organisation, and 

wider strategic work and feel able to feed into this activity.  

• To enforce and operate within all statutory regulations including Health and Safety, Security 

and Hygiene and to ensure that the organisation complies with all requirements of the 

Licensing Authority.  

Programme 

• With support from the wider Operations team to lead in the scheduling of our programme 

on the Organisation Box Office System (Spektrix). 

• To support the Head of Cinema in working with the wider cinema team and our external 

support at the Independent Cinema Office to create a sustainable programme which meets 

our charitable aims and supports our Audience Development goals.  

• To liaise with our external programming support at the Independent Cinema Office to make 

bookings and liaise with colleagues in distribution.  

• Develop organisational awareness and understanding of our programme, including at staff 

meetings and by carrying out training/briefing sessions. 

• To support the Head of Cinema in the development and management of a variety of cultural, 

community and academic partnerships with a range of programming and learning outputs.  

 

Facilities and Health and Safety 

• To develop systems to check that all public areas are maintained to the highest standard, 

regular building inspections are undertaken, and any deficiencies are dealt with on a timely 

basis and in accordance with H+S regulations. 

• To work closely with the Projection and Facilities Manager and the Projection team to 

support ongoing maintenance.  

• To work with all colleagues to understand and implement the Organisation’s Health and 

Safety policy through a combination of training (on the job and specialist), facilities 

management and monitoring.  

 

Commercial Offer 

• With support from the wider Operations team to act as a first point of contact for private 

hire enquiries and help deliver our private hire offer including working with the Head of 

Cinema to manage the scheduling of these events alongside our audience facing activity.  

• With support from the wider cinema team oversee the bar/kiosk offer including liaising with 

potential suppliers, managing orders, and controlling costs.  



 

 

• Working with the LHT House Management team to be aware of and find opportunities for 

collaboration across the venues.  

 

 

 

 
 

About You 

You will be passionate about film in any form and eager to work with us to find ways of making the 

cinema more inclusive and welcoming.  

  

You will be experienced in task, financial and people management and have an appreciation of the    

Hyde Park Picture House’s role in the cultural and film sector both in the Leeds City Region and the 

North.  

 

You will be eager for an opportunity to experience the world of cinema management in a small but 

caring and passionate team in a period of exciting change.  

 

Essential attributes 

• Understanding of and commitment to equality and diversity best practice in the workplace 

and the cultural industries.  

• Excellent communication skills and experience of dealing with staff at all levels, 
stakeholders, board members and the general public on a regular basis.  

• Experience managing relationships with different stakeholders and participating in cultural 

networks.  

• Experience using a Customer Relationship Management (CRM) style box office system. 

• Excellent organisational skills and proven experience of managing and prioritising a heavy 

and varied workload. 

• Experience programming film screenings from sourcing licences to delivering screenings   

• An ability to take a creative approach to problem solving.  

• Demonstrable management experience in a cinema or other comparable setting including 

developing, supporting, and motivating staff. 

• Experience of business planning, financial management and setting, and adhering to  

Budgets. 

• Demonstrable computer literacy skills at a high standard – must be able to use the Microsoft 

suite, with proven ability to use excel on a day-to-day basis, including creating new and 

working with existing spreadsheets and formulae.  

• Experience managing an ongoing programme of Health and Safety in the workplace.  

 
Desirable attributes 

• Knowledge of, and passion for, specialised cinema (as classified by the British Film Institute).  

• Knowledge of Leeds’ cultural offer and the film exhibition scene. 

• Knowledge of general best practice in the independent cinema sector. 

• Awareness of Audience Development approaches. 



 

 

• Experience working on funded projects including awareness of monitoring and evaluation 

responsibilities.  

• Awareness of funding bodies the British Film Institute and the National Lottery Heritage 

Fund. 

• Awareness of Carbon Literacy training and issues around environmental sustainability in the 

cultural sector. 

 
 

Contract type: Initial 12-month fixed term contract with the view to making this a permanent 

appointment following a review of the job description 

 

Responsible to: Head of Cinema  

 

Responsible for: Deputy Operations Manager, Venue/Front of House Co-ordinators, Housekeeping 

(post-reopening) 

 

Salary: £28,590 

 

Holiday Entitlement: 23 days plus bank holidays  

 

Benefits 

Generous average salary pension scheme  

Regular staff offers and discounts for our own venues and local businesses 

Free to use Employee Assistance Programme that supports your health and wellbeing 

 

Probation Period: Six months 

 

Notice Period: Three months 

 
Hours: 37 p/week usually worked over five days including some evening and weekend working 


