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Position:

Box Office Assistant

Responsible to:
Box Office Supervisor

Contract:

Casual - zero hours contract 
Hours:
Ad hoc, as required, and to cover staff absences. 

Will include some evenings and weekends.

Last updated:
May 2013
1.
Objectives and Responsibilities

· To work as part of an effective Box Office sales team providing and maintaining a high degree of customer satisfaction.

· To support the delivery of the Maltings marketing and communications strategy.

2. Duties


2.1. To work as part of an effective Box Office sales team providing and maintaining a high degree of customer satisfaction.

· Provide an efficient box office sales service operating a computerised ticket system (Oscar). 

· Input and update the database to ensure records are accurate and maintained.

· Reconcile and record transactions on a daily basis and report and adhere to financial procedures and policies as specified by the Financial Director.

· Welcome all customers and visitors to the Maltings and effectively deal with general enquires.

· Be knowledgeable about the Maltings activities and events.

· Sell Shop Maltings merchandise and liaise with the Craft team as required.

· Be familiar with the Maltings Membership and promote joining.

· Support the Box Office Manager in the smooth running of the monthly market liaising with stall holders and customers.

2.2.
To support the delivery of the Maltings marketing and communications strategy.

· Maintain and nurture relationships with regular Maltings attenders, encouraging casual and new attenders to visit on a more regular basis.

· Liaise with clients, hirers and arts companies about their ticketing and marketing requirements in liaison with the Box Office Manager and Press and Publicity Officer.

· Effectively communicate with Maltings staff, volunteers and promoters to ensure that events run smoothly.

· Provide administrative support relating to programme organisation.

· In conjunction with the Press and Publicity Officer ensure all publicity material is current and stock levels are maintained.

· Undertake market and customer research as required.

The list of duties above is not exhaustive and the post holder may be required to undertake other duties as may reasonably be required from time to time and make a positive contribution to the work of the Box Office team and Company as a whole.

Box Office Assistant

Person Specification

	Requirements


	Essential
	Desirable

	Personal

Qualities
	· Ability to multi task and work calmly under pressure

· Confident and customer focused

· Flexible approach to work

· Well organized with an eye for detail

· Weekend and evening work shift flexibility

· Interest in arts activities


	

	Knowledge and

Skills
	· Excellent telephone manner and communication skills

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

· Numerate

· IT competent 


	· Knowledge of Health and Safety

· Ticketing systems 

· Negotiating skills

· Customer service training



	Relevant Experience
	· Office administration


	· Sales 

	Additional Factors
	· Desire for personal growth and willingness to undertake training

· Must be over 18 years of age

· Clean and smart appearance
	



