Los Rios Community College District

 
 
Ticket Office Supervisor - Regional Performing Arts Center

(EXTENDED - EXPERIENCE & EDUCATION MODIFICATION)

Closing Date: 7/26/2010

The Institution:

About the New Regional Performing Arts Center: Currently under construction, the new Center at Folsom Lake College is an 80,000 sq-ft, $50 million state-of-the-art complex featuring: 850 seat proscenium theater, 200 seat studio theater, Flexible Black Box, 100 seat recital hall, Recording studio, Art Gallery, and additional auxiliary spaces including a drama lab, scene shop, costume shop, classrooms, studio spaces, offices for staff and faculty, and grand lobby. This new supervisor position will be integral to ensuring the successful implementation of the ticketing system and box office/call center operations.

About Folsom Lake College: Located 25 miles northeast of Sacramento in the gold rush foothills of the Sierras below Lake Tahoe, Folsom Lake College is the fourth and newest college in the Los Rios Community College District. With an enrollment of over 9,600 students, the college is a dynamic learning community committed to academic excellence and innovation, providing quality educational programs and services to enrich and empower students to reach their full potential as informed and productive members of the community. The college is an educational organization that embraces change, values diversity, and focuses on creativity and personal enrichment. It is committed to an interest-based approach to solving problems and addressing issues. Just six years old, the College incorporates the newest technologies for classroom instruction. 

Position Summary:

Under the direction of the Executive Director of the Visual & Performing Arts Center (VAPAC), oversees the ticketing/box office operations, leading a team of professional staff and students in efficiently providing a superior level of customer service to patrons and other constituents. (For a detailed job description for this Los Rios Supervisors Association posting click on the "Job Description" link on the left side of your screen, then click on Los Rios Supervisors Association job descriptions.)

Responsibilities:

Oversees and supervises all aspects of ticketing operations - supporting walk-up, phone, mail and internet sales; trains, schedules, supervises and evaluates assigned personnel (a pool of approximately 15 Customer Service Representatives and the Ticket Office Assistant/Specialist); plans, organizes and directs ticketing for professional, student and community produced events; oversees the ticketing and customer relationship management system and its use; achieves a thorough understanding of the system, its hardware and software, and how it relates to departments throughout the organization, as well as the VAPAC's customers; accurately builds events in the system in a timely manner, using agreed upon pricing, scaling and tracking information; works with various departments to track, code and flag information in order to provide optimal system efficiency, reporting and analysis; prepares queries and generates reports needed to summarize and track ticket sales, financials and other information; serves as point person with the system's provider, working to assure high levels of up-time, resolve system-related performance issues, coordinate training, maintenance activities and system upgrades, etc.; develops and institutes service standards, policies and procedures related to ticket office operations; assembles and maintains the ticket office procedures and policies manual, using it to train ticket office staff as part of an ongoing quality control program; complies with Folsom Lake College and Los Rios Community College District policies and procedures; acts as a liaison between the ticket office and student organizations, campus departments, community organizations, commercial promoters and other event producers to determine the ticketing requirements of their events and prepare written advance sheets to document, summarize and communicate these discussions; with this information, works with event producers and coordinates ticket office resources to see events smoothly and successfully ticketed; acts as a liaison between the ticket office, patrons, house staff and security at events, providing assistance with seating, ticket and/or crowd control issues to ensure a high level of customer service; summarizes and provides reports regarding ticketing operations, including ticket sales reports documenting ticketing activity; reviews ticketing plans (e.g., ticket scaling/build; advance and public on-sale dates, subscription packaging, event coupons and pricing discounts, etc.) for presentations and advises the VAPAC Executive Director thereof; coordinates the appropriate use of special tickets (e.g., complimentary, held, wheelchair, promotional) according to agreed upon policies and procedures and in accordance with contractual obligations; assists with budgeting for ticketing equipment and staffing; monitors actual expenses verse budget and helps develop and implement course corrections for variations thereof; assists with the specification and purchase of ticket office equipment and software, and the maintenance/services/upgrades thereof; oversees ticket office supplies inventory, working with vendors to replenish as needed; enters data and other information into computers to assist with ticketing and promotion of events, maintaining of records, and communication with others; develops sales and training manuals emphasizing delivery of high levels of customer service; communicates regularly with ticket office staff to keep them apprised of current on-sale information; in conjunction with the marketing department, conducts regular sales orientation meetings with ticket office staff.

Additional Responsibilities:

Promotes and maintains high standards in customer service for ticketing operations; works with development department to ensure VIP patrons receive appropriate levels of service; monitors phone traffic through call management tools in the phone system and uses this information to optimize staff scheduling and training, as well as to provide feedback to VAPAC's marketing effort; develops ticket office as an effective sales/promotion force for the VAPAC; works cooperatively with the marketing and development departments as a key player in the VAPAC's overall sales, marketing and development efforts; works with marketing and development staff to develop and implement sales promotions, sales packages, loyalty programs and other strategic initiatives; proofs marketing materials for accurate ticket pricing and ordering information; provides VAPAC staff with feedback from front line ticket office staff; tracks customer complaints, compliments, concerns and other feedback in the ticketing and customer relationship management system and regularly shares this information with appropriate departments; provides event information to the general public and promotes positive customer service relations; collaborates with marketing department in exploring and implementing revenue management programs; works with the college's business services department and district's business and fiscal services to implement sound fiscal practices, procedures, systems and policy to ensure the accurate recording, reconciliation and deposit of ticketing-related transactions in compliance with legal and organizational requirements; responsible for financial and fiscal controls and accountability for the ticket office; regulates and monitors cash, check, credit card and banking transactions, deposits, reconciliation's, etc. as they pertain to the ticket office; maintains strict oversight of cash handling in the ticket office; performs the daily reconciliation of ticket office revenues; approves checks and refunds; supervises and regulates the accounting and fiscal control of all monies, tickets, and other valuables in ticket office safe(s); coordinates the setting up and balancing of cash drawers, and preparing of bank deposits; prepares and reports daily bank deposit logs; maintains records necessary to provide an audit trail of all ticket office activity; assists with audits; answers phones and sells tickets before performances and during normal business hours as needed; troubleshoots problems as they arise; and other duties as assigned.

Minimum Qualifications:

EXPERIENCE: Three years of increasingly responsible experience, including one year in a lead or supervisory capacity, working in a ticket office with a computerized ticketing system, preferably for a performing arts organization or presenting venue. Work with professional, community, and college performing arts productions is desirable.

EDUCATION: Bachelor's degree from an accredited college or university in business, arts management, or related field; OR an associate's degree from an accredited college or university in business, arts management, or related field and two additional years of work experience in a ticket office or related capacity such as office manager, accounting operations, etc. (for a total of five years experience) OR five additional years of work experience in a ticket office or related capacity such as office manager, accounting operations, etc. (for a total of eight years experience).

Have sensitivity to and understanding of the diverse academic socioeconomic, cultural, disability and ethnic backgrounds of community college students.

(Experience Requirement: One year of experience is equal to 12 months of experience at a maximum of 40 hours per week. Education Requirement: 12 units are equal to six months of education; 24 units are equal to one year of education.)

Application Instructions:

1. A completed LRCCD Classified Application (required).

2. Unofficial transcripts of college/university work (required).

3. Resume (recommended) 

4. Two (2) letters of recommendation (recommended) 

5. Letter of Interest (recommended).

* TRANSCRIPTS:

- Individuals who have completed colleges or university course work at an institution in a country other than the United States must obtain a complete evaluation of foreign transcripts, degrees and other relevant documents. A foreign transcript evaluation is required any time foreign course work is used to meet minimum qualifications even if the foreign transcript has been accepted by a college or university in the United States.

- Graduate advising documents and grade reports will not be accepted as unofficial transcripts.

- It is the responsibility of Los Rios CCD employees to provide transcripts for the application process, if required by position.

Special Requirements:

Hold and maintain a valid Class C California Driver's License.

Posting Date:

05-26-2010

How and where to apply:

Please visit our Frequently Asked Questions for complete information on how to apply online with our District. Application services are available between 7:30 a.m. and 5:00 p.m., Monday through Friday, at the Los Rios Community College District Human Resources Office located at 1919 Spanos Court, Sacramento, CA 95825-3981. If you need assistance with any phase of the application process, please call (916) 568-3112 or come in during our business hours. Submission of applications are by midnight of the posting closing date. 

Conditions:

Job Offer Requirements: Offers of employment are contingent upon successful clearance from a criminal background check, freedom from tuberculosis, and proof of identity and eligibility to work in the United States prior to the first day of work. For permanent and adjunct faculty positions, when education is a requirement for the position, official academic transcripts from the accredited college/university must be submitted within 60 days of hire.

The District may select additional qualified candidates should unexpected vacancies or needs occur during this recruitment/selection process.

Administrative positions may be subject to the District's Conflict of Interest Code, and a financial disclosure statement is required within thirty (30) days following appointment to the position.

Contingent on funding and eligibility, successful candidates selected for an interview may be eligible to apply for partial reimbursement of travel expenses (for Administrative/Executive and Faculty positions).

Work Schedule:

9:00 a.m. - 6:00 p.m., Monday - Friday

Hours subject to change upon Ticket Office opening (November 1, 2010). Hours may vary to meet the needs of the performance calendar. 

Additional Salary Information:

No additional salary information to note

Position Type:

Classified (Support Staff)

Location:

FLC (Folsom Lake College)

Department:

Regional Performing Arts Center

Work Year:

12 month

Job Posting Number: 0000843

Salary: $4,556.66 per month (Exempt)

Position type: 40 hrs/wk

For complete job announcement or information on how to apply, please visit:

http://apptrkr.com/152559


 
