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Newcastle Theatre Royal Trust

Box Office Assistant (Casual)
Job Description


Department:

Marketing and Sales
Responsible to:
Box Office Management Team
Department Head:
Director of Marketing, Sales and IT 
Newcastle Theatre Royal Trust is an independent charity that runs Newcastle Theatre Royal.  The 2015, 2016, 2017 and 2018 winner of the Most Welcoming Theatre, North East award, we are committed to giving the highest quality of welcome and of service to everyone, on-stage and off.
Purpose of the Post

To actively sell and promote performances and products in a well-informed and appropriate way, ensuring that the ticketing requirements of the Trust’s customers are met with the highest possible levels of care, attention and courtesy.

Duties and Responsibilities

· Offering patrons a first class service for the sale and reservation of Theatre, and other events for which the Trust acts as an agent, through the use of the Trust’s Box Office system including telesales, re-sales, exchange of tickets, necessary confirmations, invoicing, selling gift vouchers, merchandise and catering and answering general enquiries

· Processing and administering reservations and confirmations efficiently, ensuring that all tickets are paid within the agreed period and all patron records are kept up to date
· Learning information about each production at the Theatre Royal and accurately informing customers of the key selling points and essential information; promoting additional products to maximise profitability of the Theatre through upselling and cross selling

· Capturing and maintaining accurate customer records 

· To effectively handle customer comments and complaints and refer them to the appropriate personnel

· Compliance with the legal and financial regulations in force regarding the handling, collection and recording of all forms of income and customer data
· Working to individual and team targets; assisting with marketing and sales initiatives
· Undertaking such other relevant duties as may be requested from time to time by the Box Office Management Team. 
Duties as a member of the Theatre Royal team
· Ensuring that the working environment and practices conform to the Trust’s Health and Safety and GDPR Policies, appropriate Child Protection legislation and Health and Safety Legislation
· To take all reasonable care and responsibility for the Health and Safety of themselves and other persons who may be affected by their acts or omissions and to co-operate with the Trust in achieving and maintaining Health and Safety requirements. 

· Be fully committed to the Trust’s Equality Policy; The Theatre Royal values and promotes equality, supports and encourages diversity and has a zero tolerance policy on discrimination of any kind.
· To adopt an environmentally aware attitude and adhere to the Trust’s ‘Green Initiative’, taking personal responsibility to reduce waste, conserve energy and promote recycling in all duties.

· To understand the Trust’s staff handbook and respect the ethos by which we work as an Investor in People and Equal Opportunities employer, always striving to be the best in our industry as a welcoming theatre.   

· You will be engaged by Newcastle Theatre Royal Trust Ltd and your places of work will include Newcastle Theatre Royal.       
Hours of Work
Weekend and evening work is required. Please note that this is a casual “zero hours” contract, therefore there are no minimum contracted hours and there is no obligation on the Trust to offer work to you, or obligation on you to accept such work as is offered. However, casual staff are required to be available to work regularly for consistency and to keep up to date with department training and procedural updates. 
Training
The post-holder will be offered induction training as well as ongoing training and professional development based on the needs of the individual and requirements of the post.  An annual Staff Review will be undertaken with the Line Manager on an annual basis with 6 monthly reviews.

Holiday 

Casual workers are entitled to paid annual leave. This is calculated by your line manager and is based on 5.6 weeks of your average working week, including bank holidays. Entitlement will depend on the amount of hours you have worked and will be averaged out over every quarter period. Entitlement increases through your length of service to 6.0 weeks after 3 years’ service and 6.6 weeks after 5 years’ service. 

Notice period

One week during the probationary period, four weeks thereafter. 

Pay

The position is paid at £9.50 per hour
April 2021 
Person specification

Post: Box Office Sales Assistant


Dept: Box Office 

	Essential
	Desirable 

	· Ability to process sales within a computerized sales system 

· Knowledge of good customer care practice  and able to deliver excellent customer service by dealing with a diverse range of customers   

· An excellent telephone manner

· Ability to work independently and as part of a team 

· The ability to work under pressure, maintaining accuracy in work 

· IT literate (Microsoft Office)

· Evidence of a flexible, motivated and proactive approach


	· An interest in the Arts

· Previous retail skills & experience

· Understanding of telesales

· Experience of cash handling 

· Basic numerical skills   




