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Match Day Gate Staff & Ticket Booth Team 

Department Ticketing 

Location:  St James Park, Exeter 

Reports to:  Ticketing Manager 

Responsible for: N/A 

Core Team Relationships: Ticketing Manager, Gate Staff, Stewards, Matchday Coordinator & Retail Staff 

Main Purpose: As part of the Match Day Gate Staff/Ticket Booth Team, you will welcome spectators on 

home match days that have chosen to collect their tickets.  You will process match day ticket 

sales ensuring you adhere to company cash handling and payment procedures. Offer 

guidance and advice to spectators as the ticket booth will often be used by spectators as a 

central point to gather information as they look to be pointed in the right direction or request 

information surrounding the match.  

 

You will be responsible for ensuring all admissions to the stadium are in accordance with the 

ticketing policy and ensuring spectators safely pass through the turnstiles. You will 

potentially be the first point of contact for anyone entering the stadium and therefore it is 

essential you present yourself and represent the Club in a positive and professional manner 

at all times. 

Role Summary 

 

This role requires:  

 A professional, friendly approachable attitude. 

 A passion for customer service. 

 An individual that has the ability to use their own initiative and work independently 

and part of the team. 

 

The key responsibilities of this role are:  

 Ensure all spectators entering the stadium have a valid ticket and this is scanned in 

accordance with the relevant procedures. 

 Prior to gates opening ensure you follow instructions regarding scanner 

procedures/checks. 

 Be alert to your surroundings ensuring you acknowledge and welcome all spectators 

into the grounds. 

 To administrate ticket collections on a home match day and process ticket sales. 

 Ensure positive interaction with all customers ensuring sales are taken correctly and 

customer needs are met.  

 Adhere to and follow all cash handling procedures when processing payments. 

 Be responsive to colleague and customer requests and queries and resolve any 

customer complaints using the training you have been provided and ensure issues are 

logged and deliver relevant feedback to your manager. 

 Attend staff training as required. 

 Work in accordance with company policy. 

 Ensure you are familiar with emergency and evacuation procedures. 

 Ensure all security incidents, accidents and near misses are always logged in a timely 



manner and brought to the attention of your supervisor or where appropriate a steward.  

 Obtain a working knowledge of the Health and Safety at Work Act 1974 specifically 

relating to your area of duty, also to general aspects of the Company. 

 Comply with company grooming and uniform standards. 

 Comply with timekeeping and attendance policies. 

 At all times, comply with the company policy and code of conduct. 

 
Company policy & best practice:- 

 

 Comply with all company policies and procedures and maintain the highest 

standards and confidentiality at all times. 

 Ensure compliance with all up to date health and safety regulations and procedures 

maintaining safe working practices and conditions.  

 Leading by example to deliver excellence across all areas of the company.  

 Be an integral part of the team.  

 Promote and implement good practice and positive engagement with customers 

and colleagues which a culture that builds a satisfied and motivated workforce that 

results in minimal attrition. 

 

This Job description should not be regarded as exclusive or exhaustive.  It is intended as an 

outline indication of the areas of activity and will be amended in consultation in the light of 

the changing business needs.  

 

Measures of Success 
 

 Feedback received from manager, colleagues and customers 

 Match day experience knowledge 

 

Qualifications/Experience/Knowledge 

required 

 

 

 Please see person specification 

 


