

Job Description
Box Office Assistant – No Guaranteed Hours
(Perth Concert Hall & Perth Theatre)

Background

Horsecross Arts (Perth Concert Hall and Perth Theatre) is at the heart of the regeneration of Perth city centre and provides a focus for the arts, for business and for communities throughout Perthshire and Scotland. We’re here to create a buzz; to inspire, entertain and delight.  

When you join Horsecross, you’re not just turning up for work, you’re buying into an organisation that wants to be the best. Perth Theatre and Perth Concert Hall are great buildings, but it’s the people that make them really special.


Purpose
To provide a one-stop shop for tickets and information working across our venues.

Organisational relationships
Your line manager will be the Box Office Manager. You are required to work in conjunction with the Marketing Department and other members of the Horsecross team.

Base
Perth Theatre and Perth Concert Hall.

Duties and responsibilities

· Build and maintain a good rapport with customers and colleagues, ensuring a great working and sales experience.
· Communicate in a professional manner to customers and staff; face to face, email, letter and phone contact. 
· Process accurate transactions across a range of payment methods. 
· Use Box Office booking system software to capture sales and customer data.

· Handle cash in line with financial guidelines and assist with banking.

· Learn systems and processes to help put shows on sale for counter and web sales.

· Take responsibility for updating own knowledge of Horsecross events and marketing offers, attending briefings and meetings; checking file notes and updates.

· Maximise sales by offering ticket packages and other incentives as appropriate. 
· Capture marketing preferences and customer detail accurately.
· Run reports, analyse and generate data.

· Attend team meetings and contribute ideas to the development of the service.
· Help provide a reception service for the organisation.

· Liaise with colleagues, ticketing agencies, clients and others to ensure an efficient service.

· Attend training as required eg for customer care, ticketing system.

· Liaise with duty manager and front of house staff to resolve ticket related issues.

· Ensure marketing information is displayed appropriately on the front counter and assist with updating stock and displays.

· Follow up sales enquiries by phone and email.

· Make outbound sales calls as directed.

· Contact customers to alert to changes in programme.

· Be of smart appearance and comply with Horsecross requirements by wearing staff uniforms or work clothes at all times.
· Provide Box Office cover at external venues as required.

· Promote Horsecross’ charitable objectives and any relevant fundraising campaigns.

Other duties
· Attending internal and external meetings as required

· Contributing to an enthusiastic, positive work climate within the organisation

· Undertake any other duties as may be reasonably required in the above post 

Responsibilities of all staff 

· Be aware of the work of other departments in the achievement of Horsecross’ aims

· Take an active part in communicating and co-operating with other staff and departments

· Follow all Horsecross guidelines, procedures and policies 
· Work in accordance with Horsecross Equality & Diversity Policy
· Be aware of and comply with rules and legislation pertaining to Health & Safety at work

· Take an active part in achieving high standards of customer and client care

Person Specification

We are looking for people who will create a buzz – as the first person our customers meet you should be warm, welcoming, eager to help, with bags of enthusiasm and initiative - a 100% people person with the following skills and experience:
Essential Skills & Experience
· Excellent verbal and written communication skills 
· Ability to Multi-task whilst retaining a cool, calm outlook.

· Experience of sales or cash handling 

· Good numeracy skills

· Excellent customer care skills

· Experience of working with the public 

· Excellent computer skills and willingness to learn new software

· Proven track record of working well in a team environment

· Able to work flexibly including evening and weekends

Desirable Skills & Experience
Knowledge of or interest in the arts

Experience of working in a contact centre or similar sales environment
Experience of computerised ticketing and telephone systems
When completing the application form please use examples to demonstrate your skills, experience and potential as listed above.
    Terms & Conditions*:
Rate of Pay: £7.83 per hour
Hours of work
      No guaranteed hours 
      Variable hours including evenings and weekends
Box Office operates 6 days a week from 9am till 6pm daily with required evening and Sunday opening on performance days. Most evening shifts commence at 4.15pm but may vary depending on the show.  We operate minimum 3.5-hour shifts.  

Holidays
Holiday entitlement is 4 weeks, rising to 4 weeks and 2 days after 3 years’ service and rising to 5 weeks after 5 years’ service, plus 10 days Public Holidays (4 fixed – Christmas Day, Boxing Day, New Year’s Day, 2nd January) (Part-time pro rata)

Pension
The Government has introduced a new law which requires employers to enrol their workers into a workplace pension scheme automatically if they:
· Are not already in one;

· Earn over £10,000 a year/£833 per month/£192 per week

· Are aged 22 or over; and

· Are under State Pension age

If you meet these requirements during your contract with Horsecross Arts, you will be auto enrolled into our qualifying scheme – The National Employment Savings Trust (NEST) Pension Scheme.  

· You can choose to opt out of the scheme if you want to, but if you stay in you will have your own pension which you get when you retire;

· Horsecross Arts Ltd and you pay into it every payday;

· The government may also contribute through tax relief;

· Your pension belongs to you, even if you leave us in the future

If you do not meet the criteria to be auto enrolled, you will have the option to join the NEST pension scheme if you wish.    

Staff benefits
· Free and discounted tickets for select Horsecross concerts and events

· Reduced rate on local authority gym and leisure memberships

· Discount on select meals from the Perth Concert Hall’s café and restaurant 

· Be part of an award-winning team!

A uniform is provided.
*subject to change
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