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	PERSON SPECIFICATION 

	ROLE:
Customer Service Assistant (Box Office)

	ESSENTIAL REQUIREMENTS
	DESIRABLE

	
Qualifications

	· Minimum of Maths and English GCSE grade C (or equivalent).
· Basic Computer Skills: Competence in using computer systems for email, spreadsheets, and ticketing software.
· Data Entry: Accuracy and speed in entering customer details and processing bookings.
	· Maths and English GCSE grade A (or equivalent).


	

Experience

	· Customer Service Experience, ability to effectively interact with customers, address inquiries, and resolve issues in a professional manner.
· Time Management: Ability to prioritize tasks effectively to ensure smooth and efficient service, especially during busy periods. 
· Flexible: Willingness to work evenings, weekends, and holidays based on event schedules.
· Patience: Remaining calm and courteous, even during busy or stressful times, ensuring a positive customer experience.
· Coordination and manual handling of small and sizeable items in a busy environment.
	· Ticketing: Knowledge of box office operations, including ticket sales, reservations.

· POS Systems, experience in managing transactions and using Point of Sale (POS) systems for ticket sales.


	
Skills




	· Excellent communication skills.
· Excellent organisational & time management skills.
· Proactive customer care skills.
· Excellent team-working ability.
· Strong interpersonal skills.
· Strong logistical skills.
· Confident Microsoft Office software usage.
	· Technical Skills: Familiarity with ticketing software, Point of Sale (POS) systems, and basic office software like Microsoft Office.

· Conflict Resolution: Skill in de-escalating difficult situations and resolving customer complaints with professionalism.


	

Behaviours

	TEAMWORK – Achieve more by working together

· Understands the benefits of teamwork across an organisation. 

· Able to lead from the front.
· Organise work as a team. 

INNOVATION – Seek solutions to deliver services in the best way
· Brings innovative ideas.
· Demonstrates creativity and openness to new ideas, avoiding rigid thinking.
	TEAMWORK

· Able to work collaboratively with colleagues, contributing to team efforts on key tasks or projects.


INNOVATION
· Brings only solutions when faced with problems.
· Always thinks with the end goal in mind.




	ROLE:
Customer Service Assistant (Box Office)

	ESSENTIAL REQUIREMENTS
	DESIRABLE

	· Behaviours

	EFFECTIVENESS – Focused on achieving results.
· Initiative-taking.
· Can organise own work and prioritise tasks.
· Ability to look for solutions when problems arise.
· Not afraid to seek assistance to achieve desired results.

RESPECT – Value the views and opinions of others. 
· Ability to understand differing opinions. 
· Active listener, not waiting turn to speak.

	EFFECTIVENESS
· Able to motivate others as well as self.
· Highly organised and able to apply to tasks and find better ways to work.
· Able to set own goals to achieve desired result.
RESPECT
· Able to consider different perspectives and adapt to benefit the team.
· Capable of fostering a positive and respectful environment where colleagues feel comfortable sharing their opinions and ideas.
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