
                                           

 

VACANCY 

Ticketing & Membership Administrator 

40 hours per week - full time 

 
As a founder member of the Football League (EFL), Bolton Wanderers is a football club that 

is internationally renowned, having played in all four professional leagues of English 

football, as well as winning the FA Cup on four occasions. 

 

Based at the University of Bolton Stadium, the club also operates a training ground and 

Academy at Lostock. 

 

Following the acquisition of the club in 2019, Football Ventures (Whites) Ltd owns Bolton 

Wanderers as well as Bolton Whites Hotel and under the chairmanship of Sharon Brittan is 

moving towards an exciting and sustainable future. 

 

Working closely with the charitable arm of the club, Bolton Wanderers in the Community, 

the Group is committed to making positive changes to the diverse communities of Bolton. 

 

Bolton Wanderers Football Club is an Equal Opportunities Employer. We are committed to 

the principle of equal opportunities in employment and our employment policies  

 
 Deal with all customer transactions, including the selling of: season tickets, club 

memberships, home and away match tickets, travel club tickets and non-football 

events. 

 Work with the Head of Ticketing to ensure the Club’s needs are met and constantly 

reviewed to improve the supporter journey, the back-office processes and identifying 

new opportunities for development.  

 Deal with enquiries and complaints in a prompt, courteous and efficient manner. 

Ensure all telephone calls are answered within 6 rings. 

 Ensure the Ticket Sales & Customer Services email mailbox’s are managed and 

answered in accordance with the club’s Supporter Charter. 

 Maintain the very highest standards of service to all customers, many of whom will be 

Bolton Wanderers supporters. 

 Develop an in-depth knowledge and understanding of Bolton Wanderers wider 

Commercial Department. 

 Develop an in-depth knowledge and understanding of all ticketing software systems, 

IT/telephone equipment and become proficient in their effective operation.  

 Protect the security of cash, inventory and other company assets by adhering to 

company cash handling and cash reporting/balancing procedures without personal 

endangerment and with total compliance to policy and procedures. 

 

 Ensure that the staff uniform is worn at all times and in accordance with Company 

policy. 

 



 Be an ambassador of the Group, providing excellent customer service at all times 

whilst portraying a professional image. 

 

 Perform other duties as required, which are considered relevant to the post and to the 

objectives of the Group. 

 

 Treat all colleagues as customers ensuring respectful positive outcomes across all 

departments. 

 

 Perform other duties as required, which are considered relevant to the post and to the 

objectives of BWFC 

 

 Adhere to and abide by all BWFC policies, procedures and guidelines especially 

remembering responsibilities to others under Equal Opportunities, Health and Safety, 

Equality and Diversity  

 

 This post is subject to a DBS disclosure 

 

 Any other duties as identified by the Head of Ticketing. 

 

This position comes with health care and a pension package after a probation period.  

If you want to challenge yourself please send your CV and a covering letter to Sue 

Mitton at smitton@bwfc.co.uk 

 

Closing date for applications: 5.00pm Friday 7 January 2022 

 

mailto:smitton@bwfc.co.uk

