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February 2019
Dear Applicant, 

Thank you for your interest in the post of Box Office Assistant. 

Please find enclosed:

1. Job Description and Person Specification

2. About Theatre Royal Stratford East
3. Application Form

Completed applications are to be returned by 12 midday Wednesday 20th February 2019
Interviews will be held week commencing 25th February 2019. 
To apply for this position, please return your completed application form and monitoring form to recruitment@stratfordeast.com 
You may find it helpful to look at the Stratford East website www.stratfordeast.com for general information on the theatre’s policies, current programme and past history. 

I hope that you will be interested in applying for the post

With best wishes, 

Eleanor Lang
Executive Director
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JOB DESCRIPTION

Job Title: 

Box Office Assistant
Reporting to:

Box Office Manager and Box Office Supervisor
Working with:
Head of Marketing and Sales
Job Description

Role Summary
As a member of Theatre Royal Stratford East’s Box Office, you will be the first to welcome the public. You will take an active part in promoting all events connected with Theatre Royal Stratford East (TRSE). You will contribute to the smooth running of the Box Office and serve the needs of the general public in a warm and friendly manner.  As well as undertaking ticket sales you will contribute, wherever possible, to increasing the Theatre Royal Stratford East’s income through ticketing and merchandise sales.
Principal Duties

· Selling tickets to customers both in-person and over the phone, as well as processing bookings received by e-mail and in the post, by using the computerised ticketing system Spektrix.

· Proactively developing knowledge of TRSE’s programme, productions and activities, and promoting and supporting TRSE’s shows.

· Providing a high level of customer care in accordance with TRSE policy. 

· Taking accurate marketing information on our customers at point-of-sale by asking appropriate questions and recording responses.

· General housekeeping of the database, such as deleting duplicate records.

· Attending training sessions on, customer care, disability awareness, the ticketing system and other topics relevant to the role.

· To support the Marketing department wherever necessary and particularly in regards to admin and sales tasks.

· To undertake any other work appropriate to the position, as required by the Box Office Manager or Head of Marketing and Sales. 

· Act as reception for the building including undertaking admin tasks when appropriate. 

· To adhere to Theatre Royal Stratford East’s policies and guidelines regarding health & safety, respect for customers and colleagues, work-wear and general appearance, time-keeping and attendance, working practices and general behaviour.

· Post-holder should be flexible regarding working hours and will be expected to cover evening and weekend shifts and occasional Sunday work may also be required.

Person Specification

Essential

· Genuine and proven commitment to customer care.

· Interest and enthusiasm for theatre.

· Experience of dealing with the public.

· Ability to communicate well in person and on the phone. 

· Patience and professionalism in dealing with customer queries.

· Ability to work well under pressure.

· Excellent standard of computer literacy.

· Commitment to Equal Opportunities and staff development and training

· Ability to work as part of a team

Desirable

· Knowledge of computerised Box Office systems, especially Spektrix

· Previous experience of working in a Box Office environment. 

Contract type:
Casual
Salary:


£7.83 per hour

Hours:


Ad-Hoc 
Holidays:

20 days pro rata paid quarterly
TRSE is committed to a policy of equal opportunities embracing diversity in all areas of activity and positively welcomes applications from disabled people and people of all ethnicities.

About Theatre Royal Stratford East

Since 1884, Theatre Royal Stratford East, the historic producing house in the heart of London’s East End has spearheaded diverse work, and championed often marginalised stories on its stage. 

From 1953 – 1979 the theatre was the home of Joan Littlewood’s legendary Theatre Workshop Company. The Company received international recognition with their acclaimed productions such as Oh, What a Lovely War! and A Taste of Honey.

Many leading actors, writers and directors have been part of the Theatre Royal Stratford East family including Meera Syal, Barbara Windsor, Don Warrington, Sheila Hancock, Indhu Rubasingham, Tanika Gupta, Roy Williams and Cynthia Erivo to name but a few. 

Through its innovative Young People’s Programme the theatre reaches young people across Newham and beyond, providing access to high quality theatre training, development and artist support. 

Artistic Director Nadia Fall delivers a bold programme of reimagined classics, timely revivals and ground-breaking new work that seek to highlight the urgent political issues of our day and reach out to audiences across London.
	Post Applying For: 

Box Office Assistant

	Please complete all relevant parts of this form clearly in type or dark ink and use additional sheets if necessary.  Do not write on the reverse of any page.

Please send completed applications by midday on Wednesday 20th February 2019 to:
Theatre Royal Stratford East, Gerry Raffles Square, Stratford, London E15 1BN

recruitment@stratfordeast.com


	A.  Personal Details

Mr/ Mrs/ Miss/ Ms  (please delete as appropriate)  
Full name: 
Address:

Telephone – home: 



                  -  work: 



                  -  mobile: 


Email:

	B.  Employment

i) Present or most recent employment
Name of Employer:
Address of Employer:
Postcode:
Nature of business:
Post held:
Date started: 


Date finished (if applicable):  

Salary: 

per annum/ per week  (please delete as appropriate)
Notice required:  

Brief description of duties:  



	ii) Previous employment (please list most recent first).  Please note we do not accept CVs
Dates


Employer




Post

Please continue on a separate sheet if necessary.



	C.  Education, Training, Qualifications and/or other relevant experience
Please include any voluntary work relevant to this position.



	D.  Other Interests/Hobbies



	E.  Access Requirements

Do you have any access requirements for the recruitment process, (e.g. interpreters, information in different formats, etc)? (please tick)

                                                                                       Yes
 

No

If yes, what assistance can the Theatre Royal Stratford East provide to meet your access requirements should you be called to interview?


	F.  Work Permit
Do you require a work permit? (please tick)             Yes                  No

Staff who require permission to work in the United Kingdom will be required to submit the appropriate proof.  Documentary evidence should not be sent with application forms but candidates will be advised if and when it is required.  Failure to submit documentary evidence when requested will result in delay in appointment.


	G.  Criminal Convictions

Please give details of any criminal convictions you have had, excluding any ‘spent’ under the Rehabilitation of Offenders Act 1974.



	H.  Supporting Statement

Please state why you want this particular post and highlight the skills and experience that you could contribute.  Take this opportunity to address how you specifically meet the job and candidate specifications for this position – giving specific examples as appropriate. 

Please continue on a separate sheet if necessary.

	I.  References

Please give the contact details of two referees.

Name: 
Position: 
Organisation:
Address: 
Telephone:

Email:

Name: 
Position: 

Organisation:  
Address:
Telephone:

Email:  


       Please tick this box if you do not wish your current employer to be approached for a reference unless an offer of employment is to be made.

	I agree that the above information is correct

Signature:                                                                             Date:



