[image: A black text on a white background

Description automatically generated]


JOB DESCRIPTION 

Job Title: Goodwood Art Foundation: Visitor Experience and Ticketing Supervisor 

Reporting to: The Head of Operations and Visitor Experience 

Background
The Goodwood Art Foundation is a new not-for-profit Community Interest Company located on the Goodwood Estate. Spearheaded by The Duke of Richmond, this world class contemporary art foundation has been formed to promote three pillars of Art, Environment and Education. 
Our purpose is to benefit adults, young people, and children through providing access to important works of contemporary art set within a stunning natural environment that has been carefully designed to promote nature and encourage biodiversity. A comprehensive education programme is linked to both the artistic and environmental elements of the programme and will target those schools and pupils in most need of support. 
Working with leading figures in the curation of contemporary art, award winning landscape design and leading education programme, we have created something truly unique with a global focus. 
Purpose of Post 

The purpose of the Visitor Experience & Ticketing Supervisor is to ensure the smooth, professional, and efficient delivery of all front‑of‑house and ticketing operations at the Goodwood Art Foundation. The post exists to support exceptional visitor experiences by overseeing ticketing systems, inventory accuracy, and customer service standards, while providing day‑to‑day leadership and first-line support to the Visitor Services team.

The role ensures that ticketing for daily admissions, events, and special programmes is correctly set up and maintained, that operational sites such as the gatehouse and reception run effectively, and that visitor flow and site readiness are consistently upheld. Acting as a knowledgeable and reliable point of contact, the Supervisor helps maintain a safe, welcoming, and well‑coordinated environment for all guests.

The post also contributes to ensuring continuous management presence across the week and steps into the Duty Manager role when required, supporting wider operational decision‑making and the seamless running of the site in the absence of senior management.

Main Duties & Responsibilities 

Ticketing Systems & Administration
· Lead on the setup and maintenance of tickets for daily admissions, events, workshops, and special programmes within the CRM/ticketing system
· Build and maintain ticket types, pricing structures, capacities, memberships, and related products to agreed deadlines
· Monitor ticket inventory, allocations, and availability, ensuring accuracy and optimal visitor capacity management
· Produce ticketing and attendance reports, sharing insights with the management to support planning 
· Support the development of new ticketing processes, products, services, and reporting that connect visitor experience, sales, and operations
· Maintain up-to-date knowledge of CRM, ticketing, and contact systems, identifying improvements and resolving system issues
· Act as a key point of support for colleagues using the ticketing system, including training new staff and identifying ongoing training needs
Sales & Visitor Experience
· Support the delivery of exceptional visitor service standards across gatehouse, reception, and office environments
· Assist in achieving ticket sales and membership targets through proactive upselling and informed visitor engagement
· Support Visitor Services Assistants with customer service queries and resolve escalated or complex visitor issues
· Ensure accurate and timely management of ticket inventory for daily admissions and programmed events
· Monitor ticket sales trends and visitor flow, sharing relevant information with the wider team
· Maintain accurate and engaging visitor information across ticketing platforms and online systems.
· Ensure group visits, education bookings, access arrangements, and memberships are delivered efficiently and with high service standards
Site Supervision & Operations
· Provide a visible and supportive supervisory presence across the VSA team
· Oversee daily visitor operations, ensuring smooth entry processes and positive first impressions
· Assist with deliveries and operational logistics where required
· Contribute to maintaining a clean, welcoming, and well-organised visitor-facing environment
Safety, Security & Duty Management
· Maintain awareness of site activity and support safe visitor flow at entry points
· Act as a liaison between visitor services and Goodwood security teams when required
· Support site opening and closing procedures and follow all safety and security protocols
· Assist in responding to incidents or emergencies calmly and effectively
· Be part of the on-site first aid response team (training provided)
· Step in as Duty Manager when required, supporting overall site operations, decision-making, and incident management in the absence of senior management

What you need to be successful 

Essential
· Strong experience using CRM or ticketing systems in a visitor attraction, arts, heritage, or cultural environment
· Experience creating and managing tickets, products, and events within a ticketing system
· Confidence working with ticketing data, reporting, and inventory management
· Proven ability to deliver excellent customer service and resolve complex visitor issues
· Experience supporting or supervising team members in a busy operational setting
· Excellent communication skills, both written and verbal
· Strong organisational skills and the ability to remain calm under pressure
· Good IT skills and attention to detail
Desirable
· Experience with Spektrix or a similar arts/visitor attraction ticketing system
· Experience working in a gallery, museum, arts venue, or visitor attraction
· Experience supporting site safety, security, or duty management procedures
· Experience working with sales targets or revenue-focused initiatives
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