
Box Office Supervisor

Contact:
Maria Stoneman,
Head of HR & Participation
Address:
The Workstation
15 Paternoster Row
Sheffield
S1 2BX

+44 (0) 114 276 5141
@sheffdocfest.com
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About the Festival

Sheffield Doc/Fest is an internationally renowned charitable organisation, 
presenting one of the world’s leading documentary film festivals and marketplaces, 
celebrating, sharing, and debating non-fiction arts. It is a space for freedom                     
and for exploration of the ways in which filmmakers, artists and public may reinvent 
meaning and new possible worlds.

Doc/Fest is a creative space for discovery, collaboration and inspiration. The festival 
champions and pushes forward talent, ideas and interaction for the future of film 
and the arts. It’s an open, inclusive festival, bringing together veteran creatives, 
new voices and our city to shape and question the world we live in, creating                    
a sense of community and the potential for change.

The 27th edition of Doc/Fest will take place 4-9 June 2020

https://www.sheffdocfest.com/
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About the Role

Sheffield Doc/Fest is looking for Box Office Supervisors to oversee box office 
operations at various locations during the 2020 Festival.

These are front-line roles acting as the central point of contact for audiences, 
guests, volunteers, venue and Festival staff at each location.

They will work closely with the Venue Coordinator/Venue staff at each location, 
liaising with the festival management team to ensure tickets can be sold across 
the festival at multiple locations.

The ideal candidates will have experience in event, venue, or production 
management, and demonstrable experience in customer services within the arts, 
cinema, theatre, and event environments. They should be confident, pro-active, 
and customer-focused, with excellent communication skills. They should be able 
to demonstrate an excellent knowledge of the festival and be calm under pressure.

Duration: various times and days available between Wednesday 3 and Tuesday 
9 June 2020 dependant on which venue/location. In addition there will be an 
training and induction on Tuesday 19 May 2020

Fee: £9.30 per hour (Real Living Wage)
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Key Responsibilities

• Supported by the Venue Coordinator, you represent Sheffield Doc/Fest at each 
box office. You will be the face of the festival and main point of contact at 
the venue for festival passholders and ticket holders and be able to deal with 
enquiries and questions;

• Overseeing the sale of tickets for events at your venue and ensuring that 
the allocations for both delegates and public are set appropriately for each 
screening; ( You will have training on the policies and procedures);

• Maintain excellent communication and relationships with the local staff at each 
venue and the wider Festival team, following protocols to escalate any issues 
or incidents as necessary;

• Coordinate standby queue allocations and assist Front of House as and when 
needed;

• Ensure that the box office volunteers are supervised and engaged and are able 
to assist with the selling of tickets and general enquiries;

• Oversee the selling of merchandise;
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Daily Tasks

• Sell tickets for events at your venue for that day and future days using VIA   
Doc/Fest’s in house ticketing system;

• Ensure all audiences have the correct ticket for the event including on their 
passes and wristbands, deal with any ticketing queries before they arrive at the 
screen;

• Monitor capacities of each event and make sure they are not exceeded;
• Communicate sales numbers with the Venue Coordinator and inform the Box 

Office Coordinator or Ticketing & Front of House Manager if a screening is likely 
to be busy;

• Work with the Venue Coordinator to manage standby queues and moving of 
ticket allocations in line with Festival procedures;

• Escalate any complaints, refunds or exchange requests to the box office 
coordinator, based on Tudor Square;

• Check-in, brief, and task assign a team of volunteers;
• Be aware of the welfare and safety of all volunteers, staff, guests and audiences 

at the event and report any incidents inline with the Festivals code of conduct;
• Complete and submit event reports as per protocol;
• Be a festival ambassador. You must have a good level of knowledge for events 

happening throughout the festival so you can advise customers on other 
screenings they may wish to attend. 
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Person Specification

Essential
• Experience of working at film or arts festivals, in cinemas or theatres, with 

supervisory experience;
• Experience of working on a box office
• Experience of working with volunteers and assigning tasks;
• Excellent verbal communication skills and professional manner;
• Experience of cash handling
• Ability to work long hours, evenings and weekends;
• Attention to detail;
• Positive attitude;
• Problem solver/ solution driven;
• Able to work independently, and calm under pressure;

Desirable
• Basic first aid certificate;
• Interest in Documentary
• experience working on VIA or other ticketing software. 
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How to Apply

We are inviting prospective applicants to apply for this role by submitting either 
an up-to-date CV and a Covering Letter, of no longer than 300 words. Or a video 
(length: up to 15 mins) explaining why you think that you would be a good fit for 
the role and why you want to apply. 
Please address applications to: Maria Stoneman, Head of HR & Participation. 
Email address: recruitment@sheffdocfest.com
Please also direct any queries to the same name/email.
If you require further information (including requests for printed forms/access 
support), please contact us on +44 114 276 5141 or you are encouraged to take 
up the offer of a confidential conversation with our Head of HR & Participation 
before applying. Please email her on recruitment@sheffdocfest.com to arrange a 
good time to talk.
We monitor the diversity of our workforce and for the purposes of reporting to 
our key funders we ask that you help us by completing the following questionnaire 
anonymously. Click here to be taken to the form.

The deadline for applications is: 14:00 GMT 18 March 2020          
Interview date: 1/2/3 April 2020                                
Induction date:  19 May 2020
Festival dates:    4 - 9 June 2020

mailto:recruitment%40sheffdocfest.com?subject=
mailto:recruitment%40sheffdocfest.com?subject=
https://docs.google.com/forms/d/e/1FAIpQLSf46Y4IQ_-tJBFowgFBOUu8OvqzSg3OCZEdUVHFtOs8aKwwyA/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSf46Y4IQ_-tJBFowgFBOUu8OvqzSg3OCZEdUVHFtOs8aKwwyA/viewform
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Equal Opportunities

Sheffield Doc/Fest is proud to be a Disability Confident Committed employer – our 
jobs are like our festival, are open to all. 

We believe that documentaries, and those working in the arts and in media – 
including ourselves - have a part to play in creating a society which is proud of its 
diversity and its multi-cultural heritage.

Doc/Fest’s programme-centred approach to inclusiveness puts diversity at the 
forefront of its activity. Through the documentaries we showcase and the talent 
we develop, we aim to celebrate diversity, promote equality, and challenge 
discrimination.

Equally, we are committed to providing a welcoming, accessible, inclusive and 
positive experience for all festival attendees, and for all team members and 
volunteers – regardless of age, disability, sex, gender, sexuality, marital/civil 
partnership status, pregnancy, maternity, paternity, race, religion, belief, or 
socio-economic background. We’re proud to be a Disability Confident committed 
employer, supporting disabled people in the workplace.

Contact:
Maria Stoneman,
Head of HR & Participation
Address:
The Workstation
15 Paternoster Row
Sheffield
S1 2BX

+44 (0) 114 276 5141
@sheffdocfest.com


