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Person Specification


POST TITLE: Box Office Assistant 
GRADE: 1
SERVICE: The Assembly Hall Theatre	
	CRITERIA

	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE



	
Experience or understanding of working in a customer facing role.
Desire and drive to work in a fast moving customer service/contact setting.
	
Experience of working in a theatre/ box office environment
	Application form/CV and interview

	QUALIFICATIONS/TRAINING
	
GCSEs or equivalent, to include Maths and English. 

Proficient in the use of IT, including Microsoft Office
	
Previous experience with Spektrix or similar Ticketing Systems
	Application form/CV and interview

	KNOWLEDGE


	
Awareness of ongoing offerings at the Assembly Hall Theatre
	
Knowledge and understanding of the local area
	Application form/CV and interview

	PRACTICAL & INTELLECTUAL SKILLS

	
Excellent communications skills both written and verbal 

Able to quickly build good rapport with customers 

Multi-tasker 

Literate and numerate 

Able to encourage and support customers in the use of digital platforms 

Digitally confident
	
	Application form/CV and interview

	
DISPOSITION/
ATTITUDE

	
Confidence, tact, diplomacy

Ability to empathise with customers 

Excellent interpersonal skills with a positive, ‘Can-do’ attitude

Team player with a proactive, solutions-oriented mindset.

Self-motivated and resilient

	
	Application form/CV and interview

	SPECIAL REQUIREMENTS

	
Available to work weekend and evenings 
	
	Interview 
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