	THE UNIVERSITY OF NOTTINGHAM

Recruitment Role Profile Form


Job Title:

Box Office Assistant (Part-time)

Department:

Lakeside Arts Centre

Salary:
£14,421 - £15,765 per annum, pro rata, depending on skills and experience. 

Hours of Work
20 hours per week, to be worked on flexible shift basis including evening and weekends on a rotational basis.   

Location:

D H Lawrence Pavilion, University Park

Responsible to:
Box Office Manager

Job Outline:

To be an informed advocate for Lakeside’s wide range of performances, events and 

workshops, and ensure the highest standards of customer care.  To help maximise ticket 

sales and gather customer data using a computerized box office and marketing system.
	Main Responsibilities 



	· Be a friendly and efficient first point of contact for the public, offering information about all performances, workshops, events and supporting activities at Lakeside. 

	· Accurately record and process all sales (in person, online, telephone, and postal bookings) via the computerised box office system (Tessitura)

	· Handle cash, cheques, credit/debit cards in line with operating procedure.

	· Ensure precise reconciliation of income and float at the end of each shift. 

	· Undertake tele-marketing, tele-sales and carry out market research.



	· Monitor marketing campaigns and effectiveness of publicity material as required.



	· Provide Box Office reports as necessary. 

	· Liaise with agents regarding sales figures.

	· Assist the Marketing Department with targeted mailings, seasonal brochure mailings and creating and uploading of web content.

	· Comply with the Lakeside Equal Opportunities and Health and Safety Policies.

	· Undertake any other duties as required by the Box Office Manager appropriate to the grade and role of the post.


This job description may be subject to revision following discussion with the person appointed and forms part of the contract of employment.

Knowledge, Skills, Qualifications & Experience

	
	Essential
	Desirable

	Qualifications/ Education
	Educated to GCSE Maths or equivalent
	

	Skills/Training


	· Commitment to high standards of customer care.

· Friendly and efficient approach.

· Positive approach to Lakeside and the arts in general.

· Ability to work as part of a team.

· Flexible approach to working hours. 

· Ability to work under pressure. 

· Good arithmetical and money handling skills

· Good interpersonal and communication skills.

· Accurate keyboard skills.

	

	Experience


	· Excellent telephone manner.

· Experience of dealing with the public.

· Previous experience of working in a customer care environment.


	· Experience of Tessitura ticketing & CRM is desirable.



	Statutory/Legal


	
	


