






The Role 

Job Title: Ticketing Services Assistant (PBO) 
Status: 30 hours per week (Part-time) 
Reports to: Ticketing Services Supervisor 
Salary: £21,528 per annum 

Purpose of the Role 
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Working as part of Perth Theatre and Perth Concert Hall (PTCH)'s Ticketing 
Services function within the wider Visitor Experience team, the Ticketing Services 
Assistant (PBO) will deliver excellent customer service and day-to-day ticketing 
across PTCH, while taking lead responsibility for the operation of Perthshire Box 
Office (PBO) and its external partner relationships. 

The postholder will act as the principal day-to-day contact for PBO partners, 
coordinating event set-up, ticketing, customer enquiries, reporting and settlements 
and ensuring a consistently high standard of service. Working closely with the 
Ticketing Supervisor and colleagues across PTCH, the role combines hands-on 
ticketing delivery with responsibility for the effective coordination of PBO activity. 

The role will work flexibly across Ticketing Services and the wider Visitor 
Experience operation according to operational requirements, contributing fully to 
the team while providing continuity, knowledge and a clear point of contact for PBO 
activity. 

Base 

Your principal base is Perth Theatre, although you will be required to work at 
other Perth Theatre and Concert Hall sites as necessary. 

Principal Duties 

This job description describes the principal purpose and main elements of the role 
at this time. It is a guide to the nature of the main duties as they currently exist but 
is not intended to be all-inclusive. The post holder is expected to work flexibly and 
respond positively to changing business needs. 

Ticketing & Customer Service 

• Provide a welcoming, efficient and knowledgeable ticketing service to customers
in person, by telephone, email and through other appropriate channels;

• Process ticket sales, exchanges, refunds, subscriptions, donations and other
transactions accurately and in accordance with PTCH procedures;

• Maintain a strong working knowledge of PTCH's programme and our
programming priorities, venues, ticketing arrangements, access provision and
other information required to assist customers effectively;

• Support event and show set-up, ticket on-sales, seating plans and other
ticketing administration as required;

• Use PTCH's ticketing, CRM, telephone and other relevant systems accurately
and confidently;

• Provide excellent customer care throughout the customer journey, responding to

enquiries and resolving issues wherever possible;
• Promote appropriate opportunities including donations, memberships,

subscriptions and other organisational activity as required;
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Terms & Conditions 

Salary: £21,528 per annum 

Hours of Work: You will work an average of 30 hrs per week. The year runs from 1st 
September - 31st August. 

Evening and weekend work are a requirement of the post. 

How to Apply 

Deadline: Monday 12 October 2026 at 12:00pm 

Interviews: w/c Monday 19 October 2026 (in Perth) 

To apply, please submit your CV and a covering letter detailing relevant experience 
and interest in the role to: 

recruitment@pe rtht heatrea ndco ncertha II.com 
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