Job Description





KEY INFORMATION

	Role Title
	Box Office Manager

	Reports to
	General Manager

	Responsible for
	Deputy Box Office Manager, Box Office Assistants (contracted and casual)

	Hours
	40hrs per week

	Contract
	Permanent

	Annual Leave
	33 days per annum (inclusive of public holidays)

	Salary
	£47,500 per annum (also subject to SOLT/BECTU )

	Location
	Trafalgar Theatre




ABOUT TRAFALGAR ENTERTAINMENT (TE)
Co-founded by Sir Howard Panter and Dame Rosemary Squire in 2017, Trafalgar Entertainment is a premium international live entertainment business focussed on new productions, venue ownership, Performing Arts education, theatre ticketing, the distribution of live-streaming innovative content and the provision of great theatres where people can come together to share in the experience of live entertainment. TE is home to Trafalgar Theatres, The Chiswick Cinema, Trafalgar Theatre Productions, Trafalgar Releasing, Trafalgar Tickets, Stagecoach Performing Arts, Drama Kids/Helen O’Grady Drama Academy, ticketing company London Theatre Direct, Stagedoor, Jonathan Church Theatre Productions, and Imagine Theatre.
ABOUT TRAFALGAR THEATRES
Trafalgar Theatres is the venue-operating division of TE. We currently operate 21 venues; including 14 in the UK regions; the Trafalgar Theatre in London’s West End and the Theatre Royal in Sydney. We’re growing fast, we’re confident in what we do, and we’re ambitious about the future. There’s never been a better time to get onboard.

We are passionate about entertainment, audiences, and the live experience and we value
Creativity, Collaboration, Excellence and Respect.

ABOUT THIS ROLE 
The Box Office Manager plays a central role in shaping the experience people have with Trafalgar Theatre, from first enquiry through to the moment they take their seat. Whether supporting members of the public or working alongside our producing partners, this role helps ensure every interaction feels welcoming, efficient and well handled.

Leading the day-to-day running of the Box Office team, the Box Office Manager is the key contact for ticketing enquiries from client and resident producers. The role also works closely with Heads of Department across the venue to make sure Trafalgar Theatre delivers a joined-up, high-quality experience for everyone who walks through the doors.

ABOUT YOU 
You are self-motivated, professional and approachable, with a genuine passion for theatre and live entertainment. 



Just as comfortable speaking with senior stakeholders as you are welcoming members of the public, you bring a courteous, positive and can-do attitude to your work, along with a strong commitment to excellent customer service.

You will be commercially minded and proactive; you make the most of the tools and information available to maximise ticketing yield across every performance. You are confident spotting opportunities to improve profitability and turning insight into action.

Above all, you are someone who works well both independently and as part of a wider team. You build strong working relationships, take ownership of your responsibilities, and consistently reflect our values of Creativity, Collaboration, Excellence and Respect.
 

KEY RESPONSIBILITIES 
 
TICKETING AND SALES
· Work closely with production marketing and sales teams to maximise sales potential for Trafalgar Theatre productions and deliver the weekly and cumulative targets set by producers.
· Build and maintain strong relationships with all ticketing partners and agencies, particularly the current ticketing provider, ATG.
· Develop positive working relationships across the ticketing provider’s teams, including Ticketing Operations, Call Centre, Website, and CRM.
· Ensure all agencies and providers comply with the venue’s terms and conditions of sale.
· Oversee all new show builds within the venue’s ticketing system, coordinating on-sale dates and times for new productions and ensuring agreed promotional offers are implemented accurately.
· Act as the main point of contact for ticketing-related revenue enquiries from both internal and external stakeholders.
· Attend production sales and marketing meetings to provide sales data, insights, and recommendations to producing partners.
· Prepare and distribute required sales reports to producers, marketing companies, and other relevant stakeholders.

  BOX OFFICE OPERATIONS
· Ensure the Box Office team works seamlessly with the Front of House and Technical departments to support a smooth and effective public-facing operation.
· Manage the Box Office team’s response to ticketing enquiries in person, by email, and by phone, ensuring every customer receives a warm welcome and a high standard of service.
· Ensure strong ticketing and CRM support for access bookers and group bookings.
· Oversee customer escalations within the Box Office, handling issues and complaints directly where appropriate.
· Liaise with venue management, producers, and PR companies to manage ticketing arrangements for holds, house seats, press nights, and special events.
· Lead the resolution of technical issues affecting the ticketing system or departmental equipment, working with the ticketing provider and coordinating with Trafalgar Entertainment’s internal IT support where needed.
· Investigate and resolve discrepancies in the Box Office’s financial and reporting processes.
· Ensure an adequate supply of ticket stock is available for Box Office use whenever required.  


  LINE MANAGEMENT
· Work closely with the Deputy Box Office Manager to oversee recruitment and training for new Box Office team members.

· Provide regular, structured feedback on individual performance and support the development of improvement plans where needed.
· Oversee the preparation and distribution of the staffing rota.
· Submit weekly staffing timesheets to management for payroll processing.
· Oversee and deliver probation, appraisal, and disciplinary processes for the department.
· Ensure Box Office operations remain compliant with Health and Safety procedures and that all team training requirements are met.
· Work with venue and Trafalgar Entertainment management teams to communicate and implement new procedures.
· Attend venue Heads of Department meetings alongside the General Manager.
· Attend monthly Health and Safety meetings.
· Maintain accurate records of sickness, lateness, and annual leave.




Trafalgar Entertainment is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees. We welcome applications from people in groups where we are under-represented, for example people with disabilities, from minority ethnic groups, older returners and people who are neurodivergent.

This role may be subject to a Disclosure and Barring Service (DBS) check or other security screening, depending on the specific requirements of the position.
We are curious, courageous, and ambitious, empowering people to challenge and innovate in pursuit of excellence.
This Job Description is not an exhaustive description of your duties. You will be required to adopt a flexible approach to your role and responsibilities. From time to time, you may be required to undertake such alternative or additional duties as may be commensurate with your skills, experience, and capabilities.
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