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Job 

Description 

 
 

Post Title: Venue Assistant - Casual 
 
Grade:   Band 3 - £9.36 per hour  

 
Section:   Trinity Arts Centre and Leisure 
 
Responsible To:  Trinity Arts Centre Manager, Box Office & Administration 

Manager and the designated Shift Leader. 
 
Date Prepared:   19 June 2019 
 
 

Main Duties and Responsibilities 
 

 To assist in the general operation, set up and maintenance of the box office, bar and 
varying events at Trinity Arts Centre acting as the first point of contact for all customers and 
visitors to the building, and maintain an effective and customer focused operation 
throughout.  

 

 To provide a high standard of customer service to internal and external customers. 
 

 To be an active member of our front line operations team in the delivery of a variety of 

events, performances and activities.  

 

 To assist in the movement and setup of rooms, furniture and equipment for a multitude of 

different events.  

 

 To provide exemplary customer service for all types of events including performances, 

conferences and general hires. 

 

 To effectively communicate any operational issues to the venue management in a timely 

and appropriate manner and to attend meetings as and when required.  

 

 Maintaining the cleanliness and tidiness of all customer facing areas.  

 

 To confidently advise all customers and users of the venue on events and exhibitions taking 

place. 

 

 To deal effectively with all customers including any that are difficult, impatient or distressed, 

referring them on to the Shift Leader if necessary. 

 

 To undertake any other duties commensurate with the salary and level of responsibility of 

the post as directed by the venue management.  
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 To be proactive in ensuring and maintaining high standards of Health and Safety practices. 

 

 To co-operate with the manager and all team members to ensure that targets are met. 

 

 To maintain high standards of radio etiquette.  

 

 To act as designated shift leader and person on duty when required adhering to and 

following all operational procedures in relation to venue emergency evacuation, venue 

opening and closing, health and safety and any other appropriate procedure or process as 

specified by the venue management. 

 

 To actively promote Trinity Arts Centre and its various productions, events and activities 

including the up-selling and cross-selling of any relevant offers, promotions or other 

activities. 

 

Service Specific Responsibilities 
 
Bar Duties: 
 

 To carry out the appropriate cleaning, stocking and set up of bar for each opening. 

 

 To receive and welcome customers into the bar initiating joyous customer service 

experiences through courteously taking their orders and serving other sundry items, snacks 

and alcoholic beverages.  

 

 To be responsible and accountable for the Bar float. 

 

 To adhere to and follow all operational procedures relating to cash handling, till operations, 

opening and closing, cash and stock security, stock control, merchandising and promotions, 

housekeeping, health and safety and legislative compliance, customer service and any 

other appropriate procedure or process as specified by the venue management.  

 

 Maintain and manage the setting up of tables and seating arrangements for bar customers 

and/or workshops/meetings. 

 

 Ensure the bar is continuously well presented, well stocked (re-stocking where required), 

clean and free of any clutter or obstacles following a ‘clean as you go’ policy. 

 

 Ensure that bottle bins are emptied into the designated compound bin after every shift.  

 

 Maintain high standards of housekeeping ensuring floors are swept and mopped, all used 

glasses and crockery are washed, dried and put away, tables and bar counters are wiped 

down, drip mats are washed and all trays containing consumables are replenished.  

 
Box Office Duties:  
 

 Operate Box Office computer system, actively promoting the sale of tickets for 

performances and film, and encouraging public attendance at events and activities. 
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 Be responsible for the day to day appearance and tidiness of the reception desk and foyer 

area, updating and replacing leaflets, posters and signage as necessary and creating a 

customer friendly atmosphere. 

 

 To be responsible and accountable for the Box Office float.  

 

 Be primary point for receiving incoming calls, transferring calls to other staff as appropriate 

or taking and distributing messages. 

 

 Provide a friendly reception and information point for visitors and ensure that the visitor’s 

book is completed appropriately. 

 

 Deal with customer comments and complaints as a first point of contact and ensure a high 

level of customer care. 

 

 Make regular checks for messages on the answer machine and email and pass on 

messages and customer comments accordingly. 

 

 Follow the CCTV camera operating procedures, regularly changing over the video tape and 

periodically observing the system for any unusual occurrences. 

 

 To undertake general office administrative duties as directed by the venue management. 

 

 At the end of each shift, follow the Box Office cashing up procedure and ensure that all 

takings are accounted for and locked away in the safe. 

 
Other Duties: 
 

 To support colleagues at peak times and to undertake any operational duty which might be 

reasonably required, to ensure customer expectations are met. 

 

Undertaking any other duties as may be determined from time to time within the general nature 
and scope of the post and commensurate with the salary paid. Duties outside the scope of the 
post may also be undertaken with the consent of the post holder. 
 
Corporate Management Framework 
 
The post holder is required to be proficient in all areas within Level Two of the Council’s 
Competency Framework. 
 
The Council is committed to safeguarding and promoting the welfare of children, young people 
and vulnerable adults and expect all their entire staff share this commitment. As part of this 
commitment all staff will attend a safeguarding briefing as part of their induction and be expected 
to familiarise yourself with the safeguarding policy. 
 
 
 
 
Signed:  ___________________________________  Dated:  ____________________________  
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If you require this Job Description in another format eg 
large print, please contact Customer Services on 01427 
676676, by email customer.relations@west-lindsey.gov.uk 
or by asking any of the Customer Services staff.    

 

mailto:customer.relations@west-lindsey.gov.uk

