JOB DESCRIPTION:

Seasonal Box office Assistant
Responsible to: Box Office Manager
Hours of work:  40 hrs per week (flexible working hours)
Present salary per hour: £6.25
As part of the Box office team you will be responsible for processing tickets and enhancing revenues, as well as ensuring the efficient running of Box Office.

Specific responsibilities:

To sell and process ticket purchases.

To develop and maintain excellent customer service relations
To ensure accurate credit card and cash transactions 
To enter and maintain customer data records.

To issue and monitor complimentary tickets.
To promote theatre events and facilities.

To have and maintain excellent product knowledge.

To work as part of the box office/Front of House team.

To provide information and advice to customers who are on holiday in the area, for example on transport, visitor attractions and local amenities.
Office duties such as filing and photocopying.
To comply with Pitlochry Festival Theatre’s Health & Safety policy at all times.

