Northamptonshire Arts Management Trust
Job Description


	Department:

Marketing and Sales



	Job Title:

Box Office Sales Advisor




	Responsible to:

 Box Office Manager/Assistant Box Office Manager 



	


	Responsible for:




	Job Purpose:

· To consistently delight all customers of Royal & Derngate and The Core at Corby Cube.
· To generate income for theatre by meeting sales targets.

	Key Task Areas:

1. To operate as an assistant on any ticketing points as required – computerised or manual, internal or external.

2. To deliver the highest level of service to all customers of Royal & Derngate and The Core at Corby Cube.

3. To be responsible and account for all cash, cheque or credit card transactions handled and to reconcile own takings.

4. To accurately capture data from customers and ensure that it is entered into the computerised box office system according to agreed procedures.

5. To carry out and assist in the opening/closing down procedures of the box office and the box office computer system.

6. To produce reports as directed by line management.

7. To wear any uniform, comply with any dress code and wear a name badge as required.

8. To be proactive in selling, up selling, complementary selling and to meet your sales targets, as specified by the Box Office Manager / Assistant Box Office Manager.

9. To undertake any administration duties as required.

10. To update your venue and sales knowledge on a continuous basis enabling you to exceed in monthly sales and customer information checks by the Box Office  Manager/Assistant Box Office Manager and relay information to customers.

11. Promote and adhere to the organisation’s culture and values.

12. To be aware of, adhere to, and implement any legislative requirements consistent with overall duties of this post, with particular regard to Health and Safety policies and procedures, Data Protection Act 1998 and Equal Opportunities.  

13. To adhere at all times to the procedures laid down in the Trust’s Financial Regulations.

14. To undergo relevant training and development required by the Box Office Manager.

15. To carry out any other tasks that will, from time to time be allocated by the Sales Manager/Sales Supervisor on an ad hoc or continuing basis, commensurate with the general level of responsibility of the post.




	Essential
	Desirable

	Experience

· Working in a sales environment
· Use of IT systems, (Outlook, Word, Excel, Databases etc)
Knowledge

· An understanding of how to delight customers
· An understanding of and commitment to live performance
Skills/Abilities

· Ability to work under pressure
· Ability to deal with members of the public, preferably in a customer service environment
· Ability to interact with a wide range of customers
· Excellent interpersonal skills
· Excellent telephone manner, both in receiving and making calls
· Cash handling skills
· Attention to detail
· Ability to work unsocial hours (evenings/weekends/Bank Holidays etc)
· Ability to deal with difficult situations

	Experience

· Using Box Office Computer Systems
Knowledge

· Understanding of the box office systems as a marketing tool
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