
EDINBURGH SCIENCE FESTIVAL
Job Description


JOB IDENTIFICATION
Job title: Box Office Assistant
Duration: Fixed term contract 4 April–19 April 2026 [Training Saturday 21 March]
Responsible to: Box Office Supervisor
Last update: January 2026

Job Purpose

Edinburgh Science is renowned for its dynamic and diverse array of events, engaging a broad spectrum of audiences with the wonders of science. 

The Box Office Assistants will be part of a small box office team, working to ensure the successful execution of our flagship event – Edinburgh Science Festival 2026. As a Box Office Assistant, you will play a crucial part in ensuring the smooth operation of ticket sales, providing exceptional customer service, and contributing to the overall success of the Festival.

MAIN TASKS
Ticket Sales: 
· Efficiently handle ticket transactions through various channels, including in-person, over the phone, and online.
· Accurately process cash and electronic transactions, maintaining financial accountability.

Customer Service: 
· Provide friendly and helpful assistance to Festival customers/attendees, answering enquiries and addressing any issues related to tickets or event information.
· Provide customers with information about event schedules and venues.

Record Keeping: 
· Maintain accurate and organized records of ticket sales, ensuring proper documentation and reconciliation.
· Adhere to GDPR legislation and compliance standards when dealing with customer data and transactions

Collaboration: 
· Work closely with the Festival team to coordinate entry and exit procedures, contributing to a seamless and positive experience for customers.
· Project and provide a professional representation of Edinburgh Science at all times.
· Assist in administrative tasks, such as filing, data entry, and other duties as assigned.
· Participate in all box office training sessions.

Problem Resolution: 
· Address and resolve customer concerns or discrepancies in a professional, timely and courteous manner.
· Escalate customer concerns to the Box Office Supervisor/ Marketing and Communications Manager, where necessary.

Setup and Breakdown: 
· Assist in the setup and breakdown of the box office area, ensuring equipment and materials are well-organised.

Information Dissemination: 
· Stay informed about Festival schedules, programme changes, and any relevant updates to provide accurate information to customers/attendees.
· Generate daily reports on ticket sales, attendance figures, and other relevant metrics, If required.

COMMUNICATIONS AND RELATIONSHIPS
Internal:
· Box Office Supervisor
· Marketing and Communications team
· Other Edinburgh Science staff
· Front of House supervisors and assistants
External:
· Venue staff in operating venues
· Festival guests

KNOWLEDGE AND EXPERIENCE, QUALIFICATIONS, TRAINING AND SKILLS

Essential
· Prior experience in customer service or a related field and an understanding of the importance of a positive customer experience.
· Strong interpersonal and communication skills with a friendly and approachable demeanour.
· A quick learner, detail-oriented with excellent organisational abilities.
· Ability to thrive in a fast-paced, dynamic festival environment.
· Familiarity with ticketing software and Microsoft Office computer proficiency.
· Collaborative mindset and the ability to work effectively with a diverse team.
· Flexibility to work evenings, weekends, and extended hours during the festival period.

Desirable
· Experience in a box office role, especially using the Spektrix system
· Experience in a Festival or live events environment
· An awareness and understanding of accessibility needs of diverse audiences.

OTHER CONDITIONS
Edinburgh Science is committed to ensuring that:
· We are an exemplar organisation in the way we embrace environmental sustainability. To achieve this, it is the responsibility of all staff to minimise the environmental impact of their day-to-day activities and adhere to Edinburgh’s policies on sustainability, waste, resource usage and carbon reduction.
· We uphold the principles of equality, fairness & diversity.
· We all work within a safe environment and adhere to good standards of health & safety.
· All information is protected and managed appropriately.

The role may include some unsocial hours including evenings and weekends.

FURTHER INFORMATION
Important dates:
· Box Office training: Saturday 21 March
· Festival live: Saturday 4–Sunday 19 April


