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SOUTHAMPTON NUFFIELD THEATRE TRUST
Job Description:

Box Office Sales Assistant

Based in the Box Office at The Nuffield, Sales Assistants are the first point of contact with customers of the Nuffield Theatre for ticket sales and general enquiries. Sales assistants are a valuable part of the marketing team and are expected to promote the theatre in everything they do.
Sales assistants report directly to the Box Office Manager.
Specific duties include:-

· Operating the computerised box office system (Databox4) to sell tickets and process applications for the mailing list.
· Answering the telephone promptly to deal with ticket sales and general enquiries.
· Dealing with face to face enquiries and bookings from customers.
· Dealing with financial transactions accurately and understanding all payment methods, including cash, cheque and credit card sales, and payments with Theatre Tokens.
· Balancing takings at the end of the shift.
· Keeping up to date knowledge of all productions and being able to talk confidently about them to customers.
· Attending a preview performance of the Nuffield Theatre Company productions in order to respond effectively to customer enquiries.
· Working closely with the Marketing Department to ensure mail campaigns are sent out promptly.
· Ensuring full compliance with the Data Protection Act in all areas of work (training will be given).
· During quiet periods, assisting other departments as deemed necessary, under the direction of the Box Office Manager.
Hours: are flexible on a rota basis and will include evenings, weekends and bank holidays (including the Christmas period).
Hourly rate of pay: £5.75 rising to £6.12 after 40 weeks.
Person Specification
Essential

Experience of and confidence with computers
Excellent customer care skills

Ability to use initiative and adapt to a busy environment
A friendly and approachable manner and a smart appearance
Desirable

Experience of working in a box office
Experience of dealing with financial transactions

An interest in theatre and the arts
