
	
	


ASSISTANT TICKET SERVICES MANAGER




DEPARTMENT:
MARKETING AND COMMUNICATIONS




REPORTS TO:

TICKET SERVICES MANAGER




STATUS:

FULL-TIME, EXEMPT POSITION (37.5 hours/week)




WORK SCHEDULE:
VARIABLE SCHEDULE







DAYS, EVENINGS AND WEEKENDS Required

(Currently Tuesday through Saturday)
PRINCIPAL RESPONSIBILITIES
The Assistant Ticket Services Manager will serve as assistant to the Ticket Services Manager and oversee all Ticket Office operations in absence of Ticket Services Manager. The main areas of responsibility for this job position are listed below with other duties and responsibilities to be assigned as needed.

Staff Management

· Supervise the work of full-time and part-time Box Office Sales Associates including

· Accuracy/consistency of transactions, problem solving, customer situations that need to be escalated, manage breaks, lunches, and accurate timekeeping

· Create and maintain monthly staffing schedule for all Box Office Sales Associates. Ensure that all office hours and ticketed events have adequate staff coverage.

· Participate in and maintain a high level of customer service at the Center including

· warmly greet patrons upon entrance to the facilities

· present a positive, and knowledgeable demeanor regarding the Center and its programs
· provide prompt, accurate and courteous assistance/information about programming at the Center

· Participate in and maintain the Center’s Marketing initiative to collect patron data and keep accurate and quality patron records by supervising data collection and data management processes

·  ensure effective practices for capturing customer data 
· oversee data entry and data correction on an ongoing basis

· Work closely with the Box Office Manager and the Audience Services manager to develop and implement staff trainings

Office Management

Open and/or close the Box Office as necessary


Maintain cash-on-hand and make change at bank when necessary


Prepare daily deposits

· Create and maintain daily checklist of office duties. Responsible for maintaining general “good housekeeping” in the office

· In the absence of Box Office Manager, prepare and submit payroll

· Under direction of the Box Office Manager, staff off-site box offices for contracted clients
Event Setup/Programming

· Responsible for management level operations of Tessitura ticketing system including online ticketing interface; building and altering events, promotions, price types, calendars, seating charts, source codes, etc.; pulling lists and reports as needed; serving as a member of the Tessitura Project Team.  

· Tessitura event programming and setup including
· Event creation and maintenance, promo code/special offer creation, manage ticket allotments, and produce sales reporting 

· Prepare settlement statements for rental event sales for Box Office Manager and/or Comptroller
Other Responsibilities

Attend all staff and departmental meetings during scheduled hours and as required by Ticket Office Manager

· Participate in cross-departmental initiatives as required


Other duties as assigned
MINIMUM REQUIREMENTS

Associate’s Degree or Bachelor’s Degree


At least 3 years experience in box office sales with supervisory duties

Accuracy and integrity in handling financial transactions and cash transactions according to established cash management controls

Ability to manage a support team of 8-12 full-time and part-time employees, achieve projected goals, resolve issues and foster positive working relationships.

Familiarity with PC computer systems and software, telephone systems and office equipment


Familiarity with and commitment to the Center's customer service policies and standards 


Excellent written, verbal and interpersonal communication skills


Diplomacy, tact, sense of humor, flexibility, and initiative and enthusiasm


Capacity to effectively manage multiple tasks under pressure of deadlines in a fast-paced environment


Ability to work effectively as a team member and independently with minimum supervision


Must work effectively with staff, clients, patrons and the public, presenting a positive image of the organization

· Demonstrated experience working effectively in partnership with people of diverse cultural backgrounds 

Ability to work variable schedules, including days, evenings and weekends

· Willingness to work alongside contemporary works of art and performances which present challenging and provocative subject matter
PREFERRED
· Experience working with the Tessitura ticketing system
· Ability to speak and write in languages other than English a plus

· Knowledge of and interest in the arts 
