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Ticket Office Assistant 
Job Description

	Job Title:
	Ticket Office Assistant

	
	

	Hours:
	Contracted to 20* hours per week, TERM TIME ONLY
Tuesday: 3.30pm – 9.30pm

Thursday: 3.30pm – 9.30pm

Friday: 2.00pm – 7.30pm
These hours may be subject to change due to changes in the event planner. 
*Additional hours must be worked across to a term to meet the contracted hours.

	
	

	Salary:
	£8.00 per hour plus holiday

	
	

	Based at:
	Dance City

	
	

	Reporting to:
	Ticket Office Manager

	
	


	Job Purpose:


The Ticket Office Assistant is the first point of contact for all visitors to Dance City. When on duty they will be responsible for producing and managing tickets for all classes, workshops and performances, responding to enquiries and welcoming all visitors to the building.

The Ticket Office Assistant may be required to undertake Duty Front of House Manager responsibilities when performances are taking place. When on duty, they will be responsible for the front of house operation, including co-ordinating ushers and overseeing the smooth, safe running of the building.

The position carries considerable responsibility as the successful applicant will regularly be in charge of the whole building, ensuring the safety of customers.

	Key duties and responsibilities:


1. To act as the public face of Dance City whilst on duty, meeting all users of the building and ensuring their experience of visiting Dance City is a positive one. 

2. To provide support and cover for the Box Office, delivering fast, efficient ticket sales.
3. To ensure that the foyer and public areas of the building are kept clean and tidy at all times, and appropriate marketing materials are displayed and distributed. 
4. To prepare areas within the building for events and activities, including room set ups and seating arrangements.

5. To advise customers, up-selling and cross-selling events, activities and services as directed by the Communications Manager.

6. To maintain accurate records and support with the development of Dance City’s CRM system.

7. Whilst acting Front of House Manager, to supervise ushers on all aspects of their front of house duties, including safety and evacuation procedures. 

8. To liaise with visiting companies and Dance City technical staff in order to be fully informed of performances/events taking place and in turn informing ushers.

9. To act in accordance with the published Health and Safety Policy of Dance City at all times, reporting any health and safety issues immediately to supervisors and ensuring safe working practices at all times including personal and others safety.

10. To undertake any training as required by Dance City.
11. To be a full team member within the department and contribute to the life of the organisation as a whole.
12. To act in accordance with the Data Protection Act, Dance City’s Equal Opportunities Policy and Policy for the Protection of Children, Young People and Vulnerable Adults. 
13. To undertake any other duties as requested by the Ticket Office Manager
[image: image2.jpg]DANCECITY (D

Dance for the North East




Ticket Office Assistant
Person Specification
	1. Skills & Abilities

	1.1
	An understanding of high quality customer service
	Essential

	1.2
	Excellent communication skills, particularly verbal
	Essential

	1.3
	Excellent level of computer literacy
	Essential

	1.4
	Ability to pick up new systems and procedures 
	Essential

	1.4
	Ability to work unsupervised and as part of a team
	Essential

	1.5
	Good organisational skills
	Essential

	2. Experience

	2.1
	Experience of working in a customer focused environment 
	Essential

	2.2
	Experience of handling cash
	Essential

	3. Knowledge

	3.1
	Knowledge of the arts, culture or leisure industries
	Desirable

	4. Qualifications and training

	4.1
	Customer service training
	Desirable

	4.2
	Trained to use an arts or cultural venue ticketing system
	Desirable

	4.3
	First Aid training
	Desirable

	5. Attitude

	5.1
	Enjoys a busy working environment and is able to cope under pressure whilst maintaining good interpersonal skills
	Essential

	5.2
	Flexible about working hours to accommodate six/seven day operation and varied hours
	Essential

	5.3
	Smart appearance
	Essential

	5.4
	Confident communicating with people at all levels
	Essential

	5.5
	A genuine passion for the arts
	Essential

	5.6
	High standards of presentation
	Essential
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