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Job description: Casual Duty Manager  

Job title Duty Manager 
Reporting to Visitor Experience Manager 
Key responsibilities Flexible post to provide out-of-hours 

cover for private hire and other 
events. 
 
Administrative and events support  

Hours Casual contract with no set hours. 
 
Evening and weekend working will 
be required.  

Salary £8.50-£10.00 p.h.  
Location Chawton House, Alton.  
Duration Ongoing, from Oct 2019 
 

Chawton House is an historic house and estate once owned by Jane Austen’s 
brother Edward Austen Knight and frequented by his sister who lived in a 
cottage he owned close by. It is home to two significant collections: one of 
women’s writing (1600 – c.1830) and one of the conjoined remainders of the 
libraries of the Knight family from Chawton House and Godmersham Park. 
The House is set in over 100 acres, including a formal garden with a terrace 
designed by Edwin Lutyens, walled gardens and wilderness that are open to 
visitors.   

The charitable objectives of Chawton House are to preserve the House and 
grounds for the benefit of the public, and to promote the study of early 
women’s writing. Having operated as an academic library until 2015, Chawton 
House is now open to the public seven days a week, has a lively events and 
exhibition programme, Old Kitchen Tea Room and shop, and is supported by 
a 60+-strong volunteer team.  

Purpose of the role 

The purpose of the role of Casual Duty Manager is to manage and maintain 
Chawton House’s Venue Hire functions during out-of-hours events and to 
provide ad hoc duty cover for staff absence during visitor opening hours. 

This post is a zero hours contract. The postholder will need to be flexible as 
hours will be determined by the requirements of the company calendar but will 
be agreed at least two weeks in advance.   
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Key areas of responsibility 

● To oversee Chawton House’s site, facilities and security operations 
during out-of-hours events or as requested by the Management team. 

● Be the Museum’s point of contact during the shift 
● Assist with the setup, pack down and running of internal and external 

events 
● Any other activities as reasonably required 

 
 

This job description is not all encompassing. Over time the emphasis may 
alter without changing the general character of the role. Duties will be 
periodically reviewed with the post holder, and revised and updated in 
consultation if required.  

Benefits 

You are entitled to the following employee benefits: 

● Staff discount in the café and shop 
● Access to professional development opportunities   
● Free entry to other Historic Houses members and use of Gardeners 

World 2for1 pass.   
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Personal specification  

Essential criteria Assessed 
at 
application  

Assessed 
at interview 

Good understanding of excellent customer 
experience 

  

Physically fit to do lifting and carting of 
displays, tables, chairs etc 

  

Awareness of facilities and security issues   

Flexibility to attend out of hours events at short 
notice and when necessary 

  

Willingness to working flexibly on a range of 
tasks across a busy historic house 

  

Pleasant and helpful manner which will make 
visitors feel welcome 

  

Remains calm and effective in a fast-paced 
environment 

  

Good oral and written communication skills   

Independent worker who is flexible and will 
work as part of a team  

  

Desirable    

Experience working in an events and/or 
arts/heritage/museum environment 

  

 

 
 
 


