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Belfast Film Festival
Belfast Film Festival is a vibrant and energetic organisation, which plays a central role in the cultural life of Belfast. The organisation has delivered an annual Belfast Film Festival since 1995, and in 2018 initiated Docs Ireland, promoting a dynamic year long programme of fiction and documentary film events, that are entertaining, provocative and inclusive, attracting a diverse and growing audience. Belfast Film Festival also provides a platform to showcase the local industry and facilitate cultural debate. 

FREELANCE CONTRACT

TITLE:  



Box Office Staff (Casual Staff)
RESPONSIBLE TO:  

Box Office Manager 
DURATION:


Shift Based: 3rd – 12th November 2022
Key Responsibilities
Ticket processing and guest list co-ordination at various festival events 

Key Tasks:

TICKETING

· Using the BFF ticket system 

· Administer ticket sales/festival passes at cinema for film screenings
· Administer complimentary ticket requests at cinema for film screenings
· Work with the BFF Marketing team to maximise ticket sales.

· Capture customer data at all venues for walk up audience 

· Input this data onto the ticketing system
PEOPLE 

· Ensure you always give the highest level of customer care at screenings
· Monitor, inform Box Office Manager and help solve customer service problems

REPORTING
· Report any problems or issues to Box Office Manager 
FINANCE

· Handle card transactions / some cash 

· Reconcile all sales transactions at the end of a film / event 

PROGRAMME
· Become familiar with Festival programme, e.g. timings and schedule of events.

· Have a clear understanding and good knowledge of all events to ensure you can deal with box office queries regarding festival events

OTHER DUTIES
· Undertake any other duties or responsibilities which may arise in relation to general festival activities.
