
   

SAVE MART CENTER 

Job Description 

 

DEPARTMENT: Box Office - Finance 

JOB TITLE:  Assistant Box Office Manager 

REPORTS TO: Box Office Manager 

SUPERVISES: Ticket Sellers 

FLSA:   Salaried/Exempt 

 
POSITION SUMMARY 

Under general direction of the Box Office Manager, manage and supervise part-time ticket sellers and acts as the liaison 

between the Box Office Manager, staff and the general public.   

 

MAJOR RESPONSIBILITIES 

 Supervise daily operations of box office in the box office in the absence of the box office manager.   

 Recruit, hire, train and supervise part-time box office personnel on the computerized ticket system and other aspects 

of ticket operations and coordinates the house sale for all ticketed events while supervising ticket sellers.  

 Create and produce all box office sales reports. Account for ticket sales for each event and provide accounting with 

reconciled daily activity reports.   

 Prepare and consolidate bank deposits of sales receipts, accounting for cash bank and receipts (cash and credit card) 

from ticket sales. 

 Maintain internal control policies and procedures as outline in the SMG Box Office Manual with special attention to 

Daily vault reconciliation, vault log maintenance and armored car pickup.   

 Prepare the box office statement for settlement of team events and in the absence of Box Office Manager for other 

events. 

 Create, distribute and maintain ticket seller schedule in Excel and time management system.  Approve payroll time 

records for ticket sellers in the time management system. 

 Process single ticket sales and group sales at the box office as needed.   

 Review all correspondence to remain informed of all activities and pertinent event information. Copy box office 

manager on all correspondence and director of finance on all financial related correspondence.    

 Prepare daily sales reports. Assist in the drafting, proofreading and processing of these reports and related 

documents.  

 Answer questions concerning ticket pricing, event schedule and ticket policies. 

 Maintain a variety of files and records of information such as attendance, event files and expense records. 

 Maintain and order all necessary supplies and materials for the box office. 

 Maintain communication with ticket company representatives for updates and/or revisions in the computer 

operations. 

 Assist Box Office Manager, Event Coordinator and Operations Manager on seat configuration for all events. 

 Assist Box Office Manager with event builds and liaison between promoter, venue and Ticketmaster. 

 Assist in communications with promoter(s), Finance Director and Marketing Director to obtain updated event 

schedules and provide ticket sales information.  

 Work extended and/or irregular hours, including nights, weekends & holidays. 

 All other duties and responsibilities. 



   

 

KNOWLEDGE, SKILLS & ABILITIES 

 Recognize and solve related problems efficiently and rapidly while handling a large volume of tickets and cash. 

 Follow oral and written instructions and communicate effectively with others in both oral and written form. 

 Work independently, exercising judgment and initiative. 

 Organize and prioritize work to meet deadlines. 

 Operate computerized ticketing system, standard office equipment and personal computer using MS Dos, Windows,  

Word, Excel, Ticketmaster and time management system for employees. 

 Maintain an effective working relationship with clients, employees, exhibitors, patrons and others encountered 

 in the course of employment. 

 Calculate figures and amounts such as discounts, interest and percentages accurately  

and efficiently. 

 Handle/reconcile large sums of money utilizing prescribed cash management controls. 

 Demonstrate knowledge of principles of accounting and box office procedures.  

 Work effectively under pressure and/or long shifts producing accurate results. 

 Remain flexible and adjust to situations as they occur. 

 Work in a fast-paced environment and handle a heavy workload that can present stressful situations. 

QUALIFICATIONS AND/OR EXPERIENCE 

 Bachelor’s degree preferred 

 Minimum of three (3) years related experience in planning and supervising of a box office in an arena setting 

 Cash and credit card handling managerial experience    

 Successful completion of a background and credit check. 

 

To apply: 

Click on link below:  

https://www.myworkday.com/asmglobal/d/inst/3$52877/19653$41.htmld 

 

 
 NOTE: The essential responsibilities of this position are described under the headings above. They may be subject to change at any time due to reasonable 

 accommodations or other reasons.  Also, this document in no way states or implies that these are the only duties to be performed by the employee occupying this 

position. 

 

 

 

 

  ASM is an Equal Opportunity/Affirmative Action employer and encourages Women,  

Minorities, Individuals with Disabilities, and protected Veterans to apply.  

VEVRAA Federal Contractor. 

  
 

https://www.myworkday.com/asmglobal/d/inst/3$52877/19653$41.htmld

