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Box Office Assistant

Responsible to:
Box Office Manager

Place of work:
Coliseum Theatre and other venues as required
Pension:
You will be auto-enrolled into a workplace pension scheme operated by NOW Pensions at the statutory level (these contributions are postponed during the probationary period but there is an option for you to “opt in” at this stage if you chose to do so).  Alternatively on completion of your probationary period you will be entitled to become a member of the contributory group stakeholder pension scheme.  Full details regarding both schemes are available from the Head of Finance.
Holidays:

20 days (pro rata) per year rising to 22 (pro rata) after three years’ 
service and 25 (pro rata) after five years of service plus public holidays.

Benefits:

Pension, discounted healthcare, childcare vouchers, travel loans, 
discounted gym membership, complimentary tickets, plus more.
Hours of work:
28 hours per week (including evenings and weekend).
Salary:

£8.25 per hour.

Notice period:
The post will have a three month probationary period. After the probationary period the post is subject to one month’s notice on either side.

OLDHAM COLISEUM THEATRE

Box Office Assistant

Job Description

Core purpose

To be an ambassador for the Coliseum and actively support the delivery of the Company’s vision and values.

To play an active role in the on-going development and efficient operation of the Coliseum Box Office maximising opportunities to achieve sales targets and demonstrating a positive attitude, dealing promptly and professionally with all enquiries.

To maintain the highest standard of professionalism and customer care providing a first class friendly service to all our customers, visitors, performers and employees.
Main Duties and Responsibilities
Customer Service

· Assist the efficient operation of the Box Office ensuring standards are maintained, and suggesting opportunities for improvements 

· Ensure a friendly, welcoming and consistently excellent standard of customer service is offered at all times;
· Provide an efficient, professional reception, receiving deliveries and welcoming visitors;
· Process all sales efficiently, upselling and cross selling where appropriate;
· Ensure accurate data is entered onto the ticketing system in order to process bookings and update records for analysis;
· Be well informed about all the Coliseum’s activities, read scripts and attend shows and events, actively provide accurate information to the public and act as the primary contact for customers;
· Support the Coliseum’s access policy through understanding the needs of visitors including education/youth groups and deaf and disabled customers, processing bookings accordingly;
· Work within terms of current Data Protection legislation and keep abreast of changes to legislation;
· Assist in the development of groups bookings, school bookings and theatre talks, including telephone marketing where appropriate;
· Assist in the administration of the West End Theatre Tokens scheme;
· Encourage all customers to donate to Coliseum activities;
· Have a positive approach to achieving sales targets;
· Actively promote sign-up to the Coliseum’s marketing lists;
· Ensure accurate reports are generated and distributed as necessary;
· Check unpaid reservations on a daily basis contacting the customer where necessary;
· Prepare for each event on the morning of a production, batch print tickets; report on sold/unsold seats and clear unpaid reservations as necessary;
Financial

· Ensure safe storage of cash and request change when necessary;
· Take responsibility for the daily cash reconciliation and box office float, and accurately process all financial transactions with customers;
· Provide end-of-day and shift reports;
· Provide a report of daily transactions for the finance department;
· Safeguard the integrity of the Coliseum’s cash handling procedures and maintain the highest level of security for all monies received;
Health & Safety

· Take responsibility for Fire Watch and leading the emergency and evacuation procedures, as required;

· Be familiar with all responsibilities outlined in the Health & Safety policy;
· Ensure personal compliance with Health & Safety legislation including all emergency and evacuation procedures;

· Ensure the safety of visitors in the building, completing Incident Reports as necessary;

· Act as a member of the locking up team, maintaining the security of the building and its contents, as required;
General

· Have a proactive attitude to on-going development of the Box Office;
· To act as a mentor and guide to work experience placements if required;

· Lead by example encouraging all staff and volunteers to be positive and upbeat ambassadors for the Coliseum;

· Undertake any relevant training as may be appropriate to the post;

· Advocate and represent the Coliseum both in and out of the building in an informed and articulate manner;
· Maintain the confidentiality of all affairs of the Company that should properly remain confidential;
· Attend internal and external meetings as required;

· Maintain a clean, tidy uncluttered, professional working environment, particularly with reference to work areas on view to the public;

· Communicate with all customers, external agencies and users in a professional and effective way;
· Promote and comply with all the Coliseum’s policies including, but not limited to equal opportunities, safeguarding, health and safety, environmental and customer care;

· Proactively support other Customer Service teams - Bar, Front of House and Housekeeping;

· To work in a spirit of co-operation with all other Coliseum departments;

· To advise the Box Office Manager, at the earliest opportunity, of any difficulty in carrying out expected duties;

· To undertake any other duties as are reasonably requested by the theatre management.
