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10 May 2019
Dear Applicant

Ticketing and Customer Service Assistant (Temporary)
Thank you for your interest in the above vacancy. Please find attached:

· Job Description

· Person Specification

· Application Form 

If you wish to apply please complete all sections of the application form and sign the declaration at the end. If you submit your application by e-mail we will ask you to sign it at a later stage.  If you require extra space you can enclose a plain piece of A4 paper. Applicants requiring application forms in alternative formats should contact us on 0131 228 3223 and we will make every effort to meet any reasonable request.

You can submit the application either in typed format or handwritten in black ink. Completed applications must be either:

1. Emailed to megan.davies@traverse.co.uk or,

2. Posted to the address marked on the application.

Applications should arrive no later than 5pm on Friday 7 June 2019.  Please note that late applications will not be accepted. 

Our Candidate Privacy Notice can be viewed and/or downloaded from the jobs page on our website at https://www.traverse.co.uk/jobs
The panel will interview those applicants who appear, from the information available, to be the most suitable in terms of skills, qualifications and experience. It is essential that you give full details in each of the sections and provide evidence of how you meet the particular experience and qualities sought.

Interviews will be held between Tuesday 11 June and Friday 14 June 2019.  We regret we are not usually able to reimburse travel expenses.  If you are selected for interview we will notify you by 6pm on Monday 10 June 2019.  If you have not heard from us by this date please assume your application has been unsuccessful.
Please note all applicants must be able to provide documentary evidence of their eligibility to work in the UK and be in possession of any necessary work permit and/or visa.

Yours faithfully

Megan Davies
Deputy Box Office Manager
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Job Description
Post Title:

Ticketing and Customer Service Assistant (Temporary)

Rate of Pay:

£8.21 per hour
Responsible to:
Ticketing & Customer Service Officers
Key Purpose:
Responsible to the Ticketing & Customer Service Officers for the provision of ticket and merchandise sales for the Traverse Theatre during the Edinburgh Fringe Festival in August 2019.
Main Duties:
The following list is typical of the level of duties which the post holder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar type and level may be required.

· Maximising face to face, telephone and internet sales of tickets and merchandise, and cross selling where appropriate.

· Taking individual donations at Box Office.

· Operating the computerised Box Office system, ensuring data input accuracy.


· Being the first point of call for all enquiries from the public and visiting companies, with a focus on delivering excellent customer service.

· Complying with Box Office procedures for reporting of all daily takings and being responsible for end of day cash up on individual terminals.

· To provide administrative support for the Box Office including merchandise and ensuring stock is well presented and displayed at all times.

· To work with and take direction from the Officers to ensure the smooth running of Traverse performances.

· To ensure levels of print/brochures in Box Office areas are well maintained and to assist in keeping the Box Office tidy and well presented.

· Undertake training as appropriate and as agreed with Line Manager.

· To adhere to and promote the Equal Opportunities Policy as set out by the Organisation.


· Any other duties as agreed with Line Manager.

· To ensure that all services delivered through the Traverse operate within a Health & Safety framework.
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Ticketing and Customer Service Assistant (Temporary)
Person Specification

This is a profile of the skills and aptitudes required for the post of Ticketing and Customer Service Assistant (Temporary). It lists the criteria that will be used in shortlisting and selecting candidates objectively and ensures transparency in the decision making process.  The ideal candidate will be able to demonstrate these in both their application and at interview.
Qualifications

No formal qualifications are necessary.
	Experience/Competency
	Essential
	Desirable

	Experience of working as part of a team
	√
	

	Experience of working in a customer orientated environment
	√
	

	Sales and cash handling experience
	√
	

	Experience of working in a computerised box office environment (Sales Database, Outlook, Word and Excel)
	√
	

	Knowledge of Spektrix ticketing system
	
	√


	Skills and Abilities
	Essential
	Desirable

	Excellent communication and customer service skills
	√
	

	Accurate and concise data inputting abilities
	√
	


	Other
	Essential
	Desirable

	A friendly, enthusiastic and courteous manner.
	√
	

	An interest in and knowledge of the arts.
	√
	


Some Terms and Conditions:

· Rate of pay £8.21 per hour

· Hours of work will vary on a weekly basis according to staffing requirements, including weekend and evening work.  These hours will be agreed with the Deputy Box Office Manager and will be arranged in advance.  There are no minimum guaranteed hours of work although we estimate we will be able to offer 30-40 hours per week.

· Paid annual leave entitlement equivalent to 31 days per annum

· This is a temporary position from week beginning Monday 22 July to Sunday 25 August 2019. 
Additional

· Applicants must be able to provide documentary evidence of their eligibility to work in the UK and be in possession of any necessary work permits and/or visas.

· Applicants must be available for interview between Tuesday 11 June and Friday 14 June 2019 at the Traverse Theatre, 10 Cambridge Street, Edinburgh EH1 2ED.


· We experience a high volume of applications and are unable to respond to all of these.  If you have not heard from us by Monday 10 June 2019 unfortunately your application has been unsuccessful.


· The closing date for applications is 5pm on Friday 7 June 2019.
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Application for the post of:

Ticketing and Customer Service Assistant (Temporary)
1. Personal Details

	Surname:

Forename(s):

(underline name you are known by)

	Permanent Address:




Postcode:




Telephone No. (include STD code):


Mobile No.

E-mail:







2.  Other Information
	If appointed, how much notice would you require before taking up appointment?



	Please detail dates on which you would NOT be available for interview.



	If you have a disability, we ask you to tell us about any adjustments that you would wish to be made to the selection or interview process in light of your disability.  In order to make such adjustments we may need to pass this information onto others (for example, the selection panel).


	How did you learn of this post?



	Have you ever been convicted of a criminal offence?              



	(Declaration subject to the Rehabilitation of Offenders Act 1974)


Conditions
	Only applications which contain all the requested information will be considered.  Information in support of your application will not be accepted after the closing date for receipt of application.
Before you submit your application, please ensure that you are eligible for this post by referring to the job specification and information for applicants.  If you are successful at interview, a complete enquiry of your eligibility will be made.  If you are uncertain about any aspect of your eligibility, please contact us.

A candidate found to have given false information or wilfully to have suppressed any material fact will be liable to either disqualification or, if appointed, to dismissal.

Late applications will not be accepted.


4.  Educational Qualifications

To the extent that you consider that education qualifications are relevant to the post, please complete this section.  

	Subject
	Level

e.g. Standard/

Higher
	Result

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


5.  Referees
	Please give the name, address and telephone number of two referees, one of whom should be your current (or most recent) employer:

Name                         

Address                      

Telephone No:             
E-mail:
In what capacity does this person know you?   

Name                         

Address                      

Telephone No:             
E-mail:
In what capacity does this person know you?   



6.  Employment History

	Present Employer or Contractor (If Freelance)

Employer/Contractor’s Name:


Address:

Telephone No:

E-mail:



Job title and main duties: 


Date Started:

Current Salary/Fee: 

Why do you wish to leave? 



6.  Employment History

To the extent that you consider it relevant to the post, detail your previous employment, including self-employment and freelance work, starting with the most recent.
	Name, Address & Phone No. of Employer/Contractor
	Job Title and Main Duties/Freelance contract details
	Length of time in Post
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


8.  SKILLS & KNOWLEDGE
Please study the Job Description and Person Specification.  Use this space to demonstrate that you have the skills and knowledge we have asked for.  You may also use this space to include any other information which may be relevant to your application.

	


9.  Declaration

	The information given in this application is complete and correct to the best of my knowledge.  Under the terms of the Data Protection Act 2018, I agree that the information given in this application and any Equal Opportunities Monitoring form may be processed to provide management information for recruitment and equal opportunities monitoring purposes.  This information will not be retained longer than it is needed and paper records are normally disposed of after one year.  Applicants will have the right of access to any information held about them.

Signed 




  Date 




If your application is submitted by e-mail we will require you to sign this form if invited to interview.




Please send your completed application to: 
e-mail: megan.davies@traverse.co.uk
by post to:  Megan Davies, Deputy Box Office Manager, Traverse Theatre, 10 Cambridge Street, Edinburgh.  EH1 2ED.       

	The information given on this form will be used strictly for the purposes of recruitment of stated post; communicating with candidates regarding this recruitment; taking up references; and the processing of payroll, pension, tax and national insurance; and contractual obligations of successful candidates.  The forms of successful candidates will be securely stored in your personnel file until six tax years following the end of your employment.  Otherwise the form will be securely destroyed by shredding after a period of 1 year. 




FOR OFFICE USE:





REF: TCS0519





APP NO.








Application Pack Page 1 of 10
Traverse Theatre (Scotland) Limited Registered in Scotland SC076037 Registered Charity No. SC002368 Vat Registration No. 234 2363 32 Registered Office Traverse Theatre, 10 Cambridge Street, Edinburgh, EH1 2ED


