	Job Description



	
1.	 Date:                           July 2017


	
1.1	Post Title:
	
TKTS Sales Advisor
	
	

	
	
	
	

	
1.2	MAIN PURPOSE OF JOB

TKTS is a busy sales department. Our Sales Advisors will:-
· provide a high level of service to over the counter customers, maximising sales and audience attendance through effective customer care. 
· as the first point of contact to our customers and visitors, pro-actively sell tickets and packages, and provide sound knowledge of the theatre operation.
· provide queue management and face-to-face assistance to theatregoers
· assist management with ad hoc duties as required.


	
1.3	POSITION IN ORGANISATION

	
Name and position of Line Manager:
Responsible For:

	
TKTS Sales Supervisor
No direct reports

	
1.4	MAIN ACCOUNTABILITIES 

· To sell tickets, and other related products over the counter with a focus on high levels of customer service. 
· To provide a professional and knowledgeable ticket sales service to the general public 
· To undertake the queue management/information function when required by business levels and at the request of management
· To administer all payments accurately in order to maximise sales and minimise loss. To identify and recommend improvements to the sales process to management
· To assist in all opening and closing procedures
· To be responsible and accountable for accurate financial reconciliation and records
· To keep abreast of all developments in the West End, including new productions, cast changes, recommended ages, closures etc.
· To undertake and assist with promotions and marketing initiatives as they arise
· To maintain a safe and secure working environment
· To undertake any other duties as reasonably required










	Person Specification – TKTS Sales Advisor



	Competency
	
	Attributes 
	Essential/
Desirable

	Experience
	1.1


1.2

1.3

	Proven face to face customer service experience in a busy sales environment.

Experience of ticketing systems

Previous experience of working in an Arts environment 

	Essential


Desirable

Desirable

	Knowledge
	2.1

2.2

2.3

	Detailed knowledge of West End theatres and productions

Geographical Knowledge of London

A commitment to equality and diversity

	Desirable

Desirable

Essential

	Skills/ Abilities

	3.1

3.2

3.3

3.4

3.5

3.6


	Excellent interpersonal skills 

Competent in Microsoft office packages

Commitment to remedy problems using own initiative

Numeracy

Ability to quickly identify customer needs through effective questioning

Ability to work effectively as part of a team, maintaining a positive outlook at all times

	Essential

Desirable

Essential

Essential

Essential

Essential

	Qualifications

	4.1


4.2

4.3
	Educated to a minimum of 5 GCSE Grade A-C (or equivalent) including Mathematics and English

Foreign Language

Evidence of continuous personal development

	Desirable


Desirable

Desirable




