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Edinburgh International Book Festival 2008
Job Description: Box Office Supervisor

Contract:
12 weeks full time: 2 June – 26 August 2008
Salary:

£7.50 per hour
Key Dates

Programme and press launch – 12 June
Public ticket sales open – 20 June
Edinburgh International Book Festival runs from 9 – 25 August
RBS Schools Gala Day - 26 August
Background
The Edinburgh International Book Festival began in 1983 and is now a key event in the August Festival season, celebrated annually in Scotland's capital city. Biennial at first, the Book Festival became a yearly celebration in 1997. 

Throughout its 23-year history, the Book Festival has grown rapidly in size and scope to become the largest and most dynamic festival of its kind in the world. In its first year the Book Festival played host to just 30 'Meet the Author' events. Today, the Festival programmes over 650 events, which are enjoyed by people of all ages. 


In 2001 Catherine Lockerbie, the Book Festival's fifth director, took the Festival to a new level by developing a high profile debates and discussions series that is now one of the festival's hallmarks. Each year writers from all over the world gather to become part of this unique forum in which audience and author meet to exchange thoughts and opinions on some of the world's most pressing issues. 

Running alongside the general programme is the highly acclaimed RBS Children's Programme and the RBS Schools Programme; these now rank as the world's premier books and reading event for young people.

The Book Festival receives just 17% of its income from public funds (Scottish Arts Council, City of Edinburgh Council). An unusually high proportion of 83% of income is self-generated, raised from ticket sales, book sales and sponsorship. The festival runs a unique independent book selling operation, now a trading subsidiary, which has become increasingly important in the generation of revenue. 

The Edinburgh International Book Festival is a VAT registered company limited by guarantee and has charitable status.
Box Office Team

The Edinburgh International Book Festival Box Office comprises the Manager, Assistant Manager, and two Supervisors and increasing numbers of sales staff in the run-up to the festival. The Box Office can be very busy and staff often work long days and, during the festival, a six or seven day week. The Box Office Supervisor reports to the Box Office Manager. The Box Office operates on The Patron Edge ticketing system.
June - July

The Box Office opens in mid-June in 2 locations: the phone room and admin office are located in the Book Festival office at 5a Charlotte Square and there is also a satellite location in the city centre for counter sales. The main tasks are, with the Box Office Manager, training new staff and processing the advance  membership bookings and then, once the programme is launched, overseeing the general day-to-day running to ensure the phone sales, counter sales and web sales bookings are being processed smoothly and correctly and the daily banking is kept up to date. 

August 

The Box Office counter sales operation moves to Charlotte Square Gardens for the duration of the Festival.  During this period the Box Office Supervisors will work on a shift system and be responsible for:

· Maintaining the smooth day-to-day running of a busy Festival Box Office

· Maintaining daily banking procedures

· Dealing with customer queries and resolving any problems with bookings

· Producing weekly sales reports for the Directors and Marketing Manager

· Liaising with IT & Systems Administrator over any other issues that may arise

Person Specification

The successful candidate will possess the following

· experience in box office or arts admin environment

· excellent customer service skills

· good communication skills, written and oral

· an enthusiastic personality with a flexible can-do attitude

· experience in supervising staff

· the ability to manage and report on projects and work under pressure to meet deadlines
· knowledge of box office systems, admin and IT

We are committed to making the Book Festival as accessible as possible to customers, participants and staff. If you have any specific access requirements or concerns, please let us know and we will do our best to meet your needs.

Applications
Applicants should complete the application form and send it, along with a covering letter outlining their suitability for the post and current CV (if appropriate) to:

Joan Birse

Box Office Manager
Edinburgh International Book Festival

5a Charlotte Square 

Edinburgh 

EH2 4DR

Or email to jobs@edbookfest.co.uk
Closing date for applications:
5.30pm Friday 25 April 2008
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