San Francisco Performances

JOB POSTING

Ticket Services Assistant

 
Job Summary
 
This position reports to the Marketing Manager and is responsible for all ticketing duties throughout the year. The Ticket Services Assistant is also the main contact for subscribers, the organization’s most loyal customers, and all other ticket buyers.
Responsibilities
 
Administers patron services for San Francisco Performances

· Processes ticket orders, exchanges and donations, and fulfills all tickets requests

· Fulfills subscriber orders and seating during the subscription campaign

· Manages ticket inventory with external ticketing services

· Accurately enters patron data and all ticket sales into database in a timely fashion

· Maintains relationships with external ticketing services and discount brokers

· Assists in setting up performance season on ticketing database

· Prepares box office material for all performances

· Along with other marketing staff, performs duties at performances throughout the season

Supports the marketing department

· Proofreads print and web marketing material 

· Assists with in-house marketing mailings

· Assists with implementation of audience development 

Additional duties as required

Qualifications

Qualified candidates will have box office (or equivalent database) experience, be detail oriented, have strong organizational and administrative abilities, and be able to multi-task. Excellent customer service and communication skills required – ability to represent San Francisco Performances to the community in a professional and personable manner on the phone and in person is essential. Prior database and/or other ticketing system knowledge preferred (knowledge of Tessitura a plus). The ideal candidate should also be diplomatic, have a sense of humor and a love of the performing arts. Night and weekend overtime work is regularly required during the performing arts season (Sept-June).
Salary Range

$35,000-$40,000 DOE
FLSA STATUS

Full-time, non-exempt.
Benefits include full medical and dental coverage, 403(b) plan, and complimentary tickets to performances.
 
Application Instructions:
Please send a resume and a personalized cover letter.  
 
Email (preferred):
jobs@performances.org (include in the subject line: Ticket Services Assistant Search)
Fax:
(415) 398-6439

Mailing Address: 
Human Resources

San Francisco Performances

500 Sutter Street, Suite 710

San Francisco, CA  94102
Review of applications to begin immediately.  
NO PHONE CALLS PLEASE
Interested applicants should send a resume, cover letter, and salary requirement to: jobs@ybca.org
San Francisco Performances is currently in its 31st year as the Bay Area's leading independent presenter of chamber music, recitals, jazz and dance. Each year, San Francisco Performances offers a stellar season of over 80 performances and programs featuring the world's most celebrated artists.
San Francisco Performances is an equal opportunity employer.
