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DANCE CITY JOB VACANCY 

Ticket Office Assistant – Zero Hours Contract

Thank you for your interest in the role of Ticket Office Assistant at Dance City.

Dance City is an Equal Opportunities employer, we actively work to ensure an equal opportunities and anti-discriminatory culture for all employees and users and seek to employ people currently under-represented in the creative and cultural sector including young people, ethnically diverse, or Black, South Asian, East Asian, South East Asian, and people with disabilities.

Enclosed is the following information:
· A Job Description and Person Specification
· Summary of Terms

How to apply:
Please complete both the Application Form and Equality Monitoring Form, we do not accept CVs. You should use the Application Form to tell us why you want this role and highlight the skills and experience which are relevant to the person specification in the job description.

Your completed forms should be submitted to Philippa McArdle, HR Coordinator: philippa.mcardle@dancecity.co.uk (Email Subject: Ticket Office Assistant).

The closing date for applications is: 27th October at noon 

Interviews will be held on: 31st October at Dance City Newcastle 











[image: ]

Dance City Job Description

Ticket Office Assistant – Zero Hours Contract

Reports to: Ticket Office Manager

Key Purpose: To provide a warm and friendly welcome and support the smooth operation of Dance City activities.

Hours: Zero Hours Contract

Salary: £10.05 	

Probationary Period: 1 month

Notice period:	 1 month


Job Purpose

The Ticket Office staff are the first point of contact for all visitors for Dance City. They are responsible for providing a warm welcome, taking bookings and room hires for all events and activities, dealing with customer queries and being the first point of contact for any emergencies. 

The position carries responsibility as the successful applicant will be in charge of the whole building, ensuring the safety of customers. First Aid and Fire Warden Training will be provided.


Duties & Responsibilities 

· To act as the public face of Dance City, greeting all users of the buildings and ensuring their experience of visiting Dance City is a positive one. 
· To take and manage bookings for classes, studio/meeting room hires and other workshops or activities as required.
· To ensure that the studios, meeting rooms, foyer and public areas of the buildings are kept clean and tidy at all times, and appropriate marketing materials are displayed and distributed. 
· To prepare areas within the buildings for events and activities, including room set ups and seating arrangements.
· To advise customers, up-selling and cross-selling events, activities and services as directed by the Ticket Office Manager.
· To answer the phone to all queries, taking messages and liaising with relevant departments.
· To maintain accurate records and manage data through Dance City’s CRM systems.
· To complete administrative tasks at the request of the Ticket Office Manager and other staff members of Dance City.
· To be the first point of contact for all emergencies, having undergone Fire Warden & First Aid Training.
· To act in accordance with the published Health and Safety Policy of Dance City at all times, reporting & recording any health and safety issues immediately to managers, and ensuring safe working practices at all times including personal and others safety.
· To undertake any other training as required by Dance City
· To attend regular team meetings to hear about updates and changes on policies and procedures.
· To act in accordance with the Data Protection Act, Dance City’s Equal Opportunities Policy and Safeguarding Policy. 
· To undertake any other duties as requested by the Ticket Office Manager.

This is a description of the main duties and responsibilities of the post at the date of production. The duties may change over time as requirements and circumstances change. The person/s in the post may also have to carry out such other duties as may be necessary from time to time including a) Participation in staff meetings and cross-departmental initiatives b) Participate in training and development as required c) Contribute and attend on work around diversity and environmental sustainability.

Person Specification

	1. Skills & Abilities

	1.1
	An understanding of & ability to deliver high quality customer service
	Essential

	1.2
	Excellent communication skills
	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

	1.6
	Ability to work under pressure & to use initiative

	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

	4.4
	Fire Warden Training
	Desirable

	4.5
	Safeguarding 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
	Confident communicating with people at all levels
	Essential

	5.4
	A genuine passion for the arts
	Essential

	5.5
	High standards of presentation
An understanding and commitment to equality, diversity and inclusion and anti-discrimination

	Essential
Essential
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