
 

 

JOB DESCRIPTION 

 

POSITION:  Senior Inventory & Sales Manager (Part Time) 

REPORTS TO:  Peter Flanagan (Group Box Office Manager) 

LOCATION:   The Other Palace, 12 Palace St, London SW1E 5JA 
 

COMPANY SUMMARY 

LW Theatres 
 
LW Theatres owns and operates seven commercial theatres*, six of which are in London’s 
West End as well as the recently reopened The Other Palace based in London’s 
Victoria. Our theatres are some of the most prestigious and desirable in the world, including 
the iconic London Palladium and the stately Theatre Royal Drury Lane. 
 
Our theatres vary in size and seating capacity, ranging from 2,300 seats at the auditorium at 
the London Palladium, to the intimate Studio at The Other Palace for 120. The Really Useful 
Theatres Group plays host to some of the world’s best musicals, as well concerts, comedy 
and events. 
 
Musical theatre is the largest market segment in UK theatre entertainment and LW Theatres 
is the largest operator of musical theatres in London. Approximately 1 in 3 of all visits to a 
London musical is to a LW Theatre.   
 
Current shows in our theatres include Matilda, Kinky Boots, School of Rock and the world 
famous The Phantom of the Opera, which has been running for over 30 years.  
 
The Group is wholly owned by Andrew Lloyd Webber; one of the greatest composers of our 
time.  
 
* Adelphi Theatre is owned in association with Nederlander International Limited.  

 

PURPOSE OF POSITION 

Managing the ticketing inventory for all events at The Other Palace. To work closely with 

Ticketing Services, venue Management and all venue staff to ensure ticket sales are 

maximised and standards are maintained.  

RESPONSIBILITIES 

Operational 

 To ensure the smooth running of the day-to-day ticketing operation 



 

 To accurately process all agent sales and reservations using the SRO4 computerised 

ticketing system (or via manual tickets when required) 

 Investigating account queries in line with the accounts department and the ticketing 

system 

 To undertake the accurate administration of house seats and PP seats ensuring 
timely release of seats as arranged with Producer/Ticketing Services 

 Help manage all public and customer services Inboxes for The Other Palace 

 Assist the Call Centre with any queries that may be passed through on the phone 

 To follow Box Office procedures and ensure that assigned tasks are completed to a 

high standard 

Service 

 Delivering and ensuring that outstanding customer service and sales standards are 

maintained in the Box Office. Monitoring levels of service offered by box office 

operators, addressing any problem immediately in conjunction with venue 

management 

 Administering accurate information regarding current and future productions to the 

general public, producers, ticket agents and ticketing services 

 Representing the Company and your production in a professional courteous and 

friendly way 

 Being the main point of contact for resolving customer complaints 

 To be Manage incomings in or around the Box Office desks. 

 Undertake any further duties as directed by the Group Box Office Manager 

Staff 

 To manage Box Office trained staff rotas ensuring all areas are covered in 
conjunction with FOH management.  

 To supervise & assist Box Office team members during their shifts, providing 
feedback when necessary to the venue management 

 To ensure that all staff at The Other Palace and the Call Centre are fully informed 
about any initiatives, promotions or new productions 

 Developing and training Box Office team members at regular intervals 

 To ensure the Box Office team are presentable at all times 

Commercial 

 To ensure tickets are sold in such a way in order to generate maximum revenue for 

the production and theatre 

 Ensure that approved sales channels have access to tickets, where appropriate and 

that the ticket inventory is managed to maximise sales 

 Ensure that ticket agent sales are paid in and allocations marked back or topped up 

in a timely manner 

 Attend production sales and marketing meetings as required 

Essential Knowledge, Skills and ability: 

 Highly numerate with a good level of commercial acumen 



 

 The ability to support, motivate and direct a team 

 Deep understanding and experience of West End Box Office operations 

 Proficient use of IT, particularly Microsoft Office programmes and SRO4 

 Excellent numerical skills 

 Calm under pressure 

 Detail-oriented and precise but able to see the ‘bigger picture’ 

 Must be fluent in English 


