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JOB TITLE: Box Office Clerk – part-time   

DIRECT REPORTS: 0 REPORTS TO: Box Office Supervisor 

SOLT/BECTU GRADE: 6 DEPARTMENT: Box Office 

 

JOB PURPOSE 

 

The Box Office clerk is responsible for selling tickets to customers in person, and responding to requests 
by phone from agents and individuals including those with specific access needs, up selling and 
maximising income whenever possible.  They must deal promptly and professionally with all ticketing 
requests and provide excellent customer service to all patrons of the theatre, maintaining the highest 
standard of presentation at all times and demonstrating a positive team orientated approach. 
 
This is a part-time position of 25 hours per week and includes Saturdays and evening hours.  
 

 

 

PRINCIPAL ACCOUNTABILITIES 

 

 To sell and promote with enthusiasm, all events for sale, and any other miscellaneous sales and 
upsells including but not restricted to programmes, hospitality, merchandise and vouchers. 

 To have a good understanding of the Theatre, its productions and the seating layout, and to be able 
to advise customers on the best seats for their needs. 

 To maintain a good understanding of external shows on sale through Nederlander Groups and 
facilitate the efficient processing of requests for groups tickets, liaising with other theatres and 
customers to ensure that sales are maximised. 

 To ensure all customers are dealt with professionally, resolving any problems that may occur in line 
with venue guidelines, and referring to Box Office Management where necessary. 

 To process sales and reservations using the venue’s ticketing system – currently Spektrix, in line 
with the current procedures. 

 To assist with the distribution of tickets (COBOs) during show incomings, including the printing of 
duplicate tickets or print at home tickets in line with current procedures, maintaining an efficient 
system and positive customer experience throughout. 

 To respond swiftly and politely to customer queries that may come via the theatre’s website to the 
Box Office shared inbox, over the phone or in writing. 

 To maintain a good understanding of the theatre’s accessibility, answering the access booking line 
and ensuring that accurate information is provided to customers and that the most suitable seats 
are sold for their individual needs. 

KNOWLEDGE/EXPERIENCE/SKILLS NEEDED 

ESSENTIAL DESIRABLE 

 

 Customer Focus 

 Good communication skills 

 Good written correspondence skills 

 Enthusiasm for theatre and live 
performance arts. 

 Team Player 

 Cash handling experience 

 Good telephone manner 

 Computer literacy 

 Ability to work under pressure 

 Attention to detail 
 

 

 Working knowledge of a computer 
ticketing system – ideally Spektrix 

 Commercial awareness 

 Previous experience in a customer facing 
role. 
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 To help manage the box office shared email inbox, answering agent’s enquiries, processing group 
requests and filing such emails according to current processes.  

 To assist the Box Office Management in liaising with agents, confirming extra seats or allocations 
when required and processing any call overs or reservations as directed. 

 To liaise with the visiting company, processing any ticket requests and relaying information as and 
when required. 

 To take responsibility for the accurate handling of cash ensuring that cash handling procedures are 
followed at all times. 

 To assist the Box Office Management in maintaining the box office equipment and responding 
swiftly to IT issues that arise. 

 To keep the Box Office clean and tidy. 

 To comply with all Company Policies and Procedures, including but not limited to all HR Policies, 
the Environmental Policy and the Health & Safety Policy. 

 To undertake any reasonable duties as required by the Senior Management team. 

 


