VACANCY


Box Office Advisor
Casual | 0 Hours per week | Live Entertainment Environment 
Salary: £12.71ph 
The Role
The Box Office Advisor is a customer-facing role that supports audiences on event and show days, ensuring visitors have a smooth experience from arrival to entry. As a first point of contact, you'll assist with ticket purchases, answer customer enquiries and help visitors access their tickets quickly and easily.
A key part of the role is supporting customers with the venue's ticketing app and digital tickets, including helping them locate confirmation emails, QR codes and mobile tickets. You'll provide friendly, practical support to customers with varying levels of digital confidence.
Working closely with the Ticketing Supervisor and wider venue teams, you'll help ensure the Box Office runs efficiently during busy events. Success in this role comes from delivering excellent customer service, remaining calm under pressure and helping every visitor start their experience on a positive note.
What success looks like
· Consistently delivers excellent customer service, ensuring every visitor receives a friendly, helpful and professional experience on show days.
· Supports customers quickly and confidently with digital ticketing, helping guests locate, access and use their tickets through the venue app with minimal delays.
· Processes ticket sales accurately and efficiently, maintaining high levels of accuracy when handling transactions, bookings and customer information.
· Contributes to smooth event-day operations, helping reduce queue times, resolving customer queries promptly and ensuring audiences can enter the venue with ease.
· Acts as a positive ambassador for the venue, creating a welcoming first impression and helping visitors enjoy a seamless and memorable experience from arrival to event entry.

What you’ll be trusted with
Show Day & Customer Experience
· Welcome and assist customers on event and show days.
· Support ticket sales, collections and customer enquiries.
· Help visitors access tickets through the venue app and digital platforms.
· Resolve customer issues professionally and efficiently.
· Deliver an exceptional customer experience at every interaction.
Finance, Security & Compliance
· Process ticket sales and payments accurately.
· Handle customer data in line with GDPR requirements.
· Follow cash handling, Health & Safety and venue procedures.
· Escalate any incidents or concerns appropriately.
Systems & Data
· Use ticketing and CRM systems to manage bookings and enquiries.
· Support customers with digital ticketing and mobile apps.
· Maintain accurate customer and transaction records.
· Follow data security and system procedures.
Collaboration
· Work closely with the Ticketing Supervisor and wider venue teams.
· Support Front of House, Visitor Services and Operations colleagues during events.
· Share information effectively to help resolve customer queries.
· Contribute positively to a collaborative, team-focused environment.
This role is for you if you…
· Love live events and enjoy being part of a busy and exciting show-day environment.
· Remain calm, positive and professional, even during busy periods and when dealing with challenging situations.
· Are flexible and able to work evenings, weekends and holidays in line with event schedules.

What we can offer for you … 
Working here is more than a job title. It’s about how you’re treated, how you’re supported and how it feels to walk through the doors every day.
Our Promise is our commitment to the people who make this place what it is. It’s the faces front of house, the teams backstage and everyone in between. It’s how we show up for each other, how we create unforgettable shared moments and how we make sure everyone truly belongs. Find out more about Our Promise 
Application close: Friday 21 August 2026 
Ideal start date: Friday 04 September 2026
Potential interview date: w/c 24 August 2026 
Apply by completing https://form.jotform.com/Arena_Plymouth/box-office-advisor-casual 
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