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JOB DESCRIPTION 

TITLE: Part time Box Office Assistant (Saturdays)
Manchester’s venue for children and families, Z-arts is dedicated to inspiring creativity in generations of young people by delivering a broad range of visual and performing arts events, performances, exhibitions, activities, workshops and participatory opportunities.  

PURPOSE:

We’re looking for someone who will provide excellent customer service over our busy weekend periods, is able to engage with a wide variety of customers regarding ticket sales for theatre, workshops and classes, advise on our programme and general enquiries regarding the building. Excellent teamwork and communication skills are required to provide an excellent experience for all Z-arts’ visitors’.
HOURS   

The hours of the role are Saturdays 9am-1pm, with occasional week-day shifts dependent on the events programme.

MAIN AREAS OF RESPONSIBILITY:

· To be responsible for providing an efficient ticket selling service that meets and where possible exceeds all Z-arts customer expectations, in person or over the phone.

· To keep clear and accurate records of all theatre and class admissions, ticket sales and takings on a daily basis.

· To accurately record and maintain customer information ensuring that all aspects of the Data Protection Act are complied with.

· To be conversant with all aspects of the Z-arts programme and facilities, and to promote them in a positive and proactive way to all visitors.

· To ensure that the Box Office area is kept clear, tidy and secure at all times and where appropriate replenish and tidy leaflet racks and displays.

· To answer incoming calls promptly and politely, forwarding to the appropriate departments or when necessary, taking clear messages.

· To manage the logging and collection of lost property items, completing all appropriate documents.

· To deal with incoming and outgoing print deliveries, completing all appropriate documents.

· To ensure personal details are kept up to date and all paperwork is completed as and when required.

· To be prepared to cover other front of house areas if required (training provided).

· Take part in any extra training as required, and take a proactive approach in remaining aware of Z-arts Policies. 
· To undertake training in customer service skills and in any other skills relevant to the post as directed by the Deputy Customer Services Supervisor.
· To report any accidents, incidents, customer complaints or comments immediately to the Front of House and Box Office Manager.

· Understanding the varied needs of customers with disabilities and communicating Z-arts’ access facilities to said customers to ensure a high standard of customer service for all visitors.

· To assist in data entry and the maintenance of Z-arts’ customer database.

· Assist in the maintenance of all-necessary fire and Health and Safety Regulations and to take emergency action as required in the event of an evacuation or similar event within the building.  

· To work with the entire staff team to support and deliver Z-arts strategic and creative vision.
· To understand, actively promote and adhere to Health & Safety legislation.

PERSON SPECIFICATION:

The successful candidate will be able to demonstrate the following:

1. Experience of working in a customer focused environment with responsibility for delivering excellent customer service.

2. Ability to demonstrate strong communication skills, both verbal and written.

3. Experience of building and sustaining good working relationships.

4. A friendly, confident and outgoing personality.

5. Ability to exercise initiative, work with minimum supervision and take personal responsibility. 

6. Ability to work effectively under pressure and deal with conflicting demands.

7. Ability to work well in diverse team and cooperate with others.

8. Excellent time keeping skills, conscientious and punctual.

9. Excellent standard of personal presentation.

10. An understanding of equal opportunities practices.  

The following attributes would be desirable:

1. Experience of working in a multifunctional, creative environment.
2. Previous front of house experience in an arts venue or a catering and hospitality background.
3. Experience of working on a box office system.
4. First aid training.
