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The Festival 
The Edinburgh International Festival is an unparalleled celebration of the performing arts and an annual meeting point for peoples of all nations. 
Our vision is simple: to provide the deepest experience of the highest quality art for the broadest possible audience. 
Our mission: We exist to promote the exchange of ideas and deepen understanding 
between cultures through a global celebration of exceptional performing arts.

Our Organisational Values
Enriching: We want each person to find fulfilment and satisfaction in their work and workplace. We demonstrate flexibility, express gratitude, foster a culture of learning, and rely on teamwork. 

Professional: We strive for excellence, not perfection. We act with integrity and accountability and expect the same from those with whom we work. 

Inclusive: We welcome different perspectives and encourage healthy debate and discussion. We acknowledge that we might not always agree and are a stronger organisation because of our differences.

Curious: We are innovative and creative. We encourage evolution, embed a 
growth mindset, embrace experimentation, and learn from the world around us.
 


Job Title: Assistant Ticketing & Revenue Manager
Reports to: Ticketing & Revenue Manager 
Team:	 Ticketing

About the Role
The Assistant Ticketing & Revenue Manager supports the Head of Ticketing & Audience Experience and Ticketing & Revenue Manager to successfully deliver a full-service ticketing operation to the Edinburgh International Festival. The role requires a strong working knowledge of ticketing operations and experience of working in a fast-paced environment. The Assistant Ticketing & Revenue Manager will need to display excellent communications skills and maintain the highest standard of customer service across the ticketing team. 

Job Responsibilities and Deliverables 
· Work with the Head of Ticketing & Audience Experience and the Ticketing & Revenue Manager to maintain and update the International Festival’s ticketing system (Spektrix), ensuring information is accurate and up to date
· Monitor ticket sales, working closely with Brand & Campaigns and Digital teams to maximise revenue and attendance across the Festival programme
· Assist with Festival event configuration on Spektrix, ensuring that all performance have been built accurately prior to on sale
· Assist the Ticketing & Revenue Manager with the recruitment of the seasonal team
· Assist with the creation and distribution of rotas to ensure delivery of a reliable and effective service
· Work alongside the Ticketing & Revenue Manager to provide relevant and ongoing training to the Ticketing Team
· Communicate all event ticketing information to the team and the wider organisation
· Ensure all ticketing inboxes are managed and kept up to date
· Work alongside the Ticketing & Revenue Manager to ensure the timely delivery of all external stakeholder requests and internal ticketing requests and lead on a minimum of one department
· Lead on group bookings, ensuring reservations are confirmed and paid for in a timely manner
· Ensure adherence to the company’s data protection policies and procedures
· Provide administrative support to managers
· Act as the Ticket Office Duty Manager when required
· Maintain customer service excellence

Skills Specification
Required of all Employees 
· High standard of written and verbal communication, with demonstrable ability to communicate effectively and professionally, in both written and verbal format
· Proven analytical skills; able to maintain and add to accurate budget records, and (where a role requires) managing team budget 
· Manage workload and deadlines, in a way that prioritises successful delivery of individual and team objectives/projects (Time management and organisation)
· Effective interpersonal and collaboration ability; able to build rapport and work in a team with colleagues and across the organisation (Interpersonal and collaboration skills)
· Comprehensive, fast and accurate IT skills in Microsoft Word, outlook, Excel and PowerPoint
· Passion for the performing arts, specifically our core genres of music, theatre, opera and dance

Essential for the Role
· Demonstrable experience in working with ticketing/CRM systems
· Previous high-level ticketing experience, managing allocations, multiple holds
· Experience of handling customer service and complaints
· Ability to work effectively as part of a team
· Proven ability to work under pressure as well as plan and prioritise an often heavy workload
· Excellent communication skills
· Good working knowledge of Microsoft Office

Desirable for the Role
· Knowledge of the UK cultural sector, its practice, and supporters
· Knowledge of e-commerce and online ticketing


Terms and Conditions
Working Days/Hours: Full Time.
Work Pattern: Standard office hours of 9.30 to 17.30, Monday to Friday. At peak times, and particularly immediately before and during the International Festival, it will be necessary to work outside standard hours and at weekends. 
Working arrangements: We are located in Edinburgh, where all roles are based. To support flexibility we have a Smarter working policy, and are open to discussions as we move through the recruitment process, please do not hesitate to ask any questions. 
 
Contract Type: Permanent 
 Salary/Hourly Rate: £30, 500 - £32,000 per annum

As a result of the current immigration rules, these roles are not eligible under the Skilled Worker Route. Job applicants will be expected to provide evidence of right to work in the United Kingdom or be able to obtain such.
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