Customer Service Executive
Title: Customer Service Executive
Contract: Full Time, subject to a 6 month probationary period
Reports to: Head of Ticketing
Working hours: 9am – 5pm, Monday – Friday. Plus match days
Salary: £16,000 per annum
Job purpose: To positively represent Cardiff Blues as the company’s first point of contact. 
To deliver a professional, informative and courteous customer service to all Cardiff Arms Park visitors. 
To provide efficient and knowledgeable sales and administrative support to the Ticketing Department.
Key Responsibilities

· Presentation: ensure yourself and the reception area is presentable at all times
· Guests: welcome all staff, visitors and customers, direct or announce them accordingly and complete the visitor pass process

· Incoming calls: answer all incoming calls immediately unless you are on another call or dealing with a guest. Transfer calls for colleagues with clear and precise information or email this information in a timely manner should they be unavailable. Screen calls to identify unnecessary sales/agency calls and politely decline the call
· Email: manage the enquiries email address inbox, respond directly where appropriate or forward onto relevant colleague 
· Mail: distribute incoming mail and ensure outgoing mail is prepared for collection
· Deliveries: accept deliveries once the recipient has been confirmed, notify the recipient of the delivery and ensure it is collected in a timely manner
· Charity requests: manage the charity requests inline with the company’s policy
· Ticketing: answer ticket/membership queries, process telephone and in person ticket/membership sales, fulfill sales by ensuring tickets/memberships are dispatched in a timely manner, carry out additional tasks and provide administrative support to the Ticketing Department 
· Lost and Found: manage the company’s lost and found policy
· Contacts: maintain an accurate internal contact list
· Training: undertake all training as required e.g First Aid, Health & Safety and Fire Safety
· Administration: provide administrative support to colleagues
· Additional: complete additional tasks as and when required
Skills and Experience

Essential

· Work experience in a customer focused role

· Strong organisational skills

· Good time management

· Exceptional interpersonal and written communication skills with a desire to deliver brilliant customer service

· Computer literacy, specifically Microsoft Office

Desirable

· Experience of working within Ticketing

· Passion for sport and/or events

This Job Description outlines the main areas of the role but is not exclusive or exhaustive. The role can develop, and responsibilities are subject to change.

