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[bookmark: Introduction]Introduction 

We are looking for a friendly, enthusiastic person with a love of theatre, cinema and the arts to work as a Customer Service assistant in our Ticket Sales department.
The role will be to provide a welcoming and well informed service to customers as well as Eden Court employees and visiting performers.
We have a part-time post available (6.5 hours per week), working Thursday and Saturday evenings 5.45 – 9pm.  
Eden Court is situated on the banks of the River Ness in Inverness, the capital of the Highlands. We deliver a world class programme across our theatres, cinemas and have a wide range of classes and activities on offer. Our building spans three centuries and you can find more information about us here. 
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We do not expect a candidate to have experience in all of the areas listed below, but preference will be given to candidates who can demonstrate experience in a number of areas. 

THESE THINGS ARE ESSENTIAL FOR ALL APPLICANTS:
· Experience of dealing with customers in an environment that values high levels of customer care and satisfaction
· Experience of successful working in a large and diverse team
· Able to deal with the public in person, by email and on the phone
· Good IT skills to be able to use computers, booking systems and Windows software
· Cash handling experience and an appropriate level of numeracy. 
· A meticulous attention to detail


WE IMAGINE THE IDEAL CANDIDATE WILL ALSO:
· Be an honest and reliable character
· Professional approach with the ability to politely deal with people when under pressure
· Ability to take the initiative and deal with issues as they arise whilst also knowing when to ask for advice
· Ability to multi-task
· Good communication and interpersonal skills
· Flexible approach to work according to the needs of the department.





Job Description

As a Ticket Sales Assistant, you are responsible for providing a welcoming, friendly and well informed service to all our customers, performers and Eden Court employees.

DUTIES AND RESPONSIBILITIES:
· To provide information and assistance to customer and visitors. Including: theatre, cinema, classes, conferences, restaurant + bar and external events
· To sell tickets and amend bookings both over the counter, by phone and by email for Eden Court performances and related events
· Fully understanding the emergency and evacuation procedures for the theatre and, in the event of an emergency, calmly guiding the public to safety in accordance with these procedures
· Maintaining high standards of cleanliness at all times throughout your shift
· Having an understanding of the services we provide for customers with specific access requirements and adhering to Eden Court’s Access Policy
· To assist customers with their bookings, including the needs of people with disabilities and ensuring all customers are informed of all facilities available in the building
· Use and maintenance of the Ticket Sales system, restaurant booking system, venue diary, emails, windows and other IT systems.
· Have an understanding of the Eden Court website to talk customers through bookings and update the website when necessary
· Promoting Eden Court Friends, 500 Club & Patrons with an aim to increase memberships
· Have an understanding of processing donations and adding gift aid
· Have an understanding of generating ticket sales reports and communicating with other departments and visiting companies.
· Ensuring the Box Office and banking is secured to the Theatre’s requirements at the end of an evening shift.
· Having a working knowledge of admission policies to the theatres and cinemas, particularly regarding age limits and recommendations, and the admission of babies


· Working closely with other theatre departments, e.g. Catering and Technical, to ensure you have all the information you require to offer a high standard of customer service
· Reporting any issues which are likely to cause difficulty or compromise the enjoyment of the public to the duty manager if you cannot deal with them safely and immediately yourself
· Liaise with Visitor Experience Assistants (in person or via radio) to help with a variety of queries when customers arrive for their performances. This can be up to 1000 customers over multiple venues. 

THESE ARE RESPONSIBILITIES THAT ARE SHARED BY ALL EDEN COURT STAFF:
· Abiding by and promoting organisational policies, such as Equal Opportunities, Health & Safety, Safeguarding and Data Protection;
· Maintaining an environment that is safe and welcoming for participants, audiences, visitors, staff and everyone else;
· Representing Eden Court professionally at external meetings and advocating for the work we do.
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Employment Details

JOB TITLE	Ticket Sales Assistant
SALARY	£9.50 per hour
HOURS 	6.5 hours per week: Thursday and Saturday evenings 5.45 - 9pm.
LOCATION	Eden Court Highlands, Bishop Road, Inverness, IV3 5SA 
DEPARTMENT	Visitor Experience
[bookmark: _GoBack]LINE MANAGER	Visitor Experience Manager, Ticket Sales
PENSION	Up to 6% Company contribution with the Peoples Pension
HOLIDAYS	28 days’ holiday from April to March plus 6 public holidays
OTHER BENEFITS 
· Complimentary and discounted tickets to events at Eden Court;
· Free soup and 20% staff discount at Eden Court’s café/bistro.
· Employee Assistance Programme, a free confidential helpline offering legal advice and health support on a range of different issues
· Free parking
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Please apply in writing explaining, in a letter no more than two-sides of A4, your interest in the role and telling us why you believe you would be suitable. 

Please also attach a recent CV and send to: jobs@eden-court.co.uk along with the following information: 

· Name 
· Address 
· Phone number 
· Your access requirements if invited to an online interview 

Please also complete this online Equalities Monitoring form.
Applications must be received by 12pm on Monday 25 October 2021. 
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DEADLINE:	Monday 25 October at 12pm 
INTERVIEWS:	Friday 29 October
DECISION:	Monday 1 November
START DATE:	ASAP 
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