	
	GOALS & OBJECTIVES

Box Office Manager


Name ______________________

Assessment Period  
	I. Results (Complete shaded area at the start of assessment period)

	Objective/Accountability 1: 

Change phone messages in timely manner (audition information, season ticket information, box office hours, current show ticket information, location of theatre, etc.)
	Results: 


	Objective/Accountability 2: 

Check answering machine messages bi-weekly and reply or re-route in a timely manner.
	Results:

	Objective/Accountability 3: 

Ticket seating charts to be filled out in a manner to reflect what seats are sold and to whom (full names (first and last) and a phone number included).
	Results:

	Objective/Accountability 4: 

Advance ticket sales and season tickets to be pulled from stock and inserted into separate envelopes (by purchase).  Envelopes to be labeled with individuals full name and payment status.  Envelopes to be filed alphabetically and by show. 
	Results: 
.

	Objective/Accountability 5:

All seating charts to be kept and stored in an orderly fashion for auditing purposes.
	Results:



	Objective/Accountability 6:

Sold season ticket seats are not to be resold unless ticket holder has contacted the box office to say that they are not coming.  No-show season ticket seats (on seating chart) to be labeled as sold.
	Results:



	Objective/Accountability 7:

Patron satisfaction is the #1 Goal.  All patrons, at all times are to be treated in a dignified manner with courtesy and respect.  Irreconcilable patron disputes are to be immediately referred to a member of the executive committee for resolution.
	Results:



	Objective/Accountability 8:

Season or current show tickets to be sold during open box office hours.
	Results:



	Objective/Accountability 9:

Box office hours:

M-F 1-5pm

Sat

Sun

Show Dates:
	Results:



	Objective/Accountability 10:

Extended Box Office Hours as required for Large/Children’s Productions:

M-F

Sat

Sun

Show Dates:
	Results:



	Objective/Accountability 11:

Maintain the cleanliness and orderliness of the box office and lobby.
	Results:



	Objective/Accountability 12:

Appropriate dress when staffing the box office on show nights (no shorts/t-shirts).
	Results:



	Objective/Accountability 13:

Placing "Box Office Open" sign out on sidewalk during open box office hours.  
	Results:




	II. Strengths*

	     


	III. Suggestions or Needs for Improvement*

	     


* Reference document Identification of Strengths and Areas for Improvement
Performance Assessment:

 FORMCHECKBOX 
 Exceptional           FORMCHECKBOX 
 Positive        FORMCHECKBOX 
 Unsatisfactory

Date of Performance Discussion   ________________

Executive Board Member Signature ________________ 

Individual’s Signature _________________

Board Member Signature___________________

	People 
  (  Treats people with dignity and respect

  (  Seeks to understand others’ ideas and suggestions

  (  Values diversity and individual differences

  (  Creates and seizes opportunities for growth and development

  (  Seeks and accelerates change

  (  Continuously re-designs work to eliminate waste and improve

      the value of work

  (  Provides constructive feedback to others to improve individual and

      team performance

  (  Seeks and appreciates constructive feedback from others

  (  Creates value in the community in which he/she lives and works,

       through presence and leadership

  (  Creates the appropriate balance in work and family lives

      (leadership)
	Integrity
(  Demonstrates honesty in behavior and actions

(  Keeps promises

(  Has confidence and courage to ask for help

(  Expects integrity, does not tolerate unethical

    behavior

(  Avoids conflicts of interest; declares situations where they may

    occur

(  Expects integrity from customers, suppliers and others who do

    business with us

(  Communicates openly with individuals and communities on issues

    that effect them

	Customer
(  Understands customers’ needs and consistently meets or exceed

    them.

(  Builds strong long-term relations with customers

(  Develops innovative product, service, and information solutions

(  Crosses organizational and geographic boundaries to seamlessly

    serve customers (leadership)

(  Makes us a leader in chosen market segments (leadership)

(  Develops and nurtures clear brand identities

    (leadership)

(  Develops and maintains a strong commercial organizational

    capability (leadership)
	Accountability
(   Recognizes role and responsibilities, takes ownership and accepts

     the consequences of his/her actions

(   Solves problems in his/her area of responsibility and drives

     continuous improvement

(   Meets commitments

(   Communicates openly as a positive team member to increase team

     performance

(   Recognizes the impact that his/her actions have on all outcomes

(   Recognizes individual and team accomplishment and successes

     (leadership)

 FORMCHECKBOX 
     (  Encourages an environment of risk taking within the context of accountability (leadership)

	Excellence
  (  Sets challenging goals

  (  Eliminates waste by rapidly solving problems at their source

  (  Achieves system excellence through application of system rules

      and by rapidly implementing best practices

  (  Moves practical and theoretical limits through innovation

  (  Anticipates and welcomes change

  (  Demands, recognizes and rewards excellence (leadership)

  (  Empowers people through a diverse learning organization to

      capture the best from everyone (leadership)


	


