Audience Services Associate 26/27 Season

Position Summary

The Audience Services Associate is an hourly, non-exempt position. This position
reports to the Audience Services Manager. Shifts are 3 to 8 hours in length. Artists
Repertory Theatre (ART) is seeking a team-oriented individual to be an enthusiastic
member of the Audience Services team. The Associate will assist with the matinee and
evening operations of the Box Office during performances. This includes assisting in the
operations of ticket sales and tracking customer relations using ticketing software
(Spektrix), replying to emails through the Box Office Gmail account, and answering
phones (Zoom). When ART is not in production, there is potential for additional hours
that can be worked depending on theatre rentals, employee absences or other
situations. Schedule to be determined by your supervisor in advance.

As Artists Repertory Theatre grows, priorities can quickly shift. This position requires a
candidate with adaptability, and the ability to shift focus gracefully.

Compensation: $20/hr
Job Class: Hourly; Non-exempt
Reports to: Audience Services Manager - Tess Wix

Essential Responsibilities

m Provides top-notch, professional customer service to all ART patrons and visitors,
both over the phone, email, and in person

m Maintains thorough knowledge of ticketing software (Spektrix) and ticketing
policies

m Assists in daily box office operations, including ticket sales, subscriptions, patron
concerns, multi-line phone system (Zoom), and lobby organization and
cleanliness

m Assists in maintaining and updating patron records and other box office related
data for the company

m With the assistance of managers, maintains thorough knowledge of all current
and upcoming ART performances, programs, classes and other events taking
place

m  Works closely with House Managers, (sometimes acting as House Manager) and
other Front of House (FOH) staff to create a welcoming environment and
memorable experience for all ART patrons



Follows and upholds ART FOH policies, emergency protocols, incident reports,
and fire safety protocol - First Aid/CPR/AED certified

Helps contact patrons during show cancellations or timbers games to ensure all
patrons have the information they need

Act as the closer, in collaboration with the Audience Services Manager and
Concessions Lead, to ensure all patrons have the resources they need before,
during and after their scheduled performance

Helps manage and direct ushers

Availability

Marsha Blovotnik:

e 10/3 First read (1:30pm)
e 10/27 - 11/22 (12 hours a week estimated)

SLAY:

e 1/9 First read (1:30pm)
e 1/31 Final Dress (6:00pm)
e 2/2-2/28 (20-30 hours a week estimated)

Eulogy:

e 4/11 Final Dress (time tbd)
e 4/13 -5/9 (12 hours a week estimated)

Qualifications and Skills

Customer service and/or sales background

Experience with Google Workspace, Excel, and ability to learn our ticketing
system (Spektrix)

Good organizational skills

Strong interpersonal and communication skills

Strong problem-solving and organizational skills and the ability to multitask
Ability to build effective working relationships with co-workers

Sensitivity to confidential information

Ability to take initiative in challenging situations

Possess a desire to learn about the theater, our building and the community
surrounding it

Radiate compassion and excitement



Must be able to converse with anybody in every situation in a respectful manner,
and listen carefully to what others are saying and also what isn’t being said
Commitment to an equitable and inclusive workplace, racial equity, accessibility,
use of gender-inclusive language, and cultural sensitivity

Physical Requirements and Working Conditions

The work environment is in an office

The work hours are daytime with weekend and evening work required

Must be comfortable working in an environment in which directions and priorities
can change rapidly

Occasionally lift and carry audience seats weighing up to 30 Ibs from floor level
to waist height as needed for patron accessibility and adjusting seat maps -
dollies are available

Flexible work schedule (hybrid work available)



