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VANITY THEATER POSITION DESCRIPTION  
	Job Title:


	Box Office Manager
	Latest Revision Date:
	09/18/03

	Incumbent:


	
	Location:
	Vanity Theater

	2003 Executive Comittee:
	A. Gillan, B. Leahman, J. Clouser, 

F. Cicela
	Incumbent’s Initials:
	

	
	
	President’s  Initials:
	

	PRINCIPAL CHALLENGE AND PROCESSES:  (State role of this job - why it exists.)

Box Office Manager

Responsibilities:
· To attend Board Meetings 

· To submit a budget at the first Board meeting of the season (Brochures etc) 

· To process all orders for reserved seating tickets for each production 

· To keep the outgoing message on the box office line up-to-date 

· To process all credit card transactions for reserved ticket orders 

· To process all exchange requests from season subscribers 

· To respond to all box office inquiries 

· To report to the Board/Treasurer on ticket sales regularly  

· To submit an annual report at the end of the year (format to be provided by executive committee – record # of sales/per performance per show…etc.)  

(From Legacy Box Office Manger Job Description)

   Marquee Changes (Posting Auditions/Posting Performances)

   Answering Machine

    Change outgoing Messages as required

    Check incoming Messages 2-3x week and record messages (While you were out memo’s)

    Check Messages

   Mail

Banking (Lincoln federal)

   Make Deposits and fill out deposit slips as Required

Season Tickets

  Prepare Seating Chart

  Pull/Fill/Mail Orders as they arrive

General 

  Maintain Orderliness of:

   Lobby/Restrooms/Box Office Etc

   Provide Assistance for Newsletter Mailings

Report Needs and Problems to Board.

The Box Office Manager is responsible for processing all  ticket sales throughout the season. All ticket sales are manually processed. The Box Office Manager is responsible for ensuring that new patrons are added to the mailing list, that all sales records are up-to-date, and that all orders are processed correctly. The Box Office Manager is also responsible for making sure that all ticket orders are delivered to the Box Office on performance nights and that the Box Office is staffed. The Box Office Manager processes all credit card orders and provides regular reports on credit card transactions to the Treasurer. 

The Box Office Manager is required to be a leader, leading by example and is the key front line theater employee.

In addition, this position is required to proactively solve patron problems irreconcilable patron problems should be referred to a member of the executive committee.  

	Patrons
	· List Services provide by Box Office Manager

	Executive Board
	· List Services provide by Box Office Manager


ORGANIZATIONAL ENVIRONMENT:
(Describe or sketch the environment in which this job operates.)

	The incumbent must have strong personal initiative, be able to work with-out supervision, have strong professional skills, strong interpersonal skills. 


	SKILLS/EXPERIENCE/EDUCATION:  (Considering the essential functions necessary to provide the services of this position, include: education, experience, human relations, communication, and other physical or mental skill requirements.)

EDUCATION/TRAINING 

Work requires communications and organizational skills generally acquired through having worked in a service capacity. 

. 

EXPERIENCE 

Work requires two years experience in a business management, public relations, or related setting. 

OR AN EQUIVALENT COMBINATION OF RELEVANT EDUCATION AND/OR EXPERIENCE 

_X_Persistence
_X_Social Skills
_X_Time Management

_X_Language 

_X_Creativity 
GENERAL REQUIREMENTS:  Demonstrated creativity and leadership ability.  Personally productive and self-managing; ability to make decisions. Ability to adapt work practices, priorities, or procedures in response to changing conditions or multiple work demands.  High level of listening and communication skills.  High level of planning and organizational skills. Proven track record in Customer Service. Solid team and interpersonal skills.  Developed verbal communications skills.


