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AUDIENCE SERVICES MANAGER
The Boston Conservatory is seeking an Audience Services Manager who oversees all audience-related services at The Boston Conservatory, including ticketing, ticket prices, event listings, supervision of box office staff, house management, ushering, patron issues, sales reporting, reconciling and analysis, audience research and audience development initiatives. The Audience Services Manager is charged, along with the marketing department, with maximizing attendance at performances and widening the Conservatory’s audience base. He/she is a public-interfacing representative of the Conservatory.  The Audience Services Manager also manages the Conservatory’s merchandise program.  

Principal Duties and Responsibilities 

Department Administration

· Manage the audience services department budget, with signing authority, including processing invoices, tracking expenses and revenues, reconciling ticket sales and merchandise reports, working with the business office to make deposits and reconcile credit sales.

· Manage a student worker staff of 15–20, including three box office assistant positions, house managers, ushers and ticket sales representatives. This includes interviewing, hiring, training, scheduling shifts, reviewing performance, authorizing compensation, providing leadership and setting a strong example. 
· Manage all aspects of customer service related to internal and external customers.
Audience Services

· Manage all ticket inventory and box office functions, including box office software, ticketing, setting box office hours and policies, analyzing and setting ticket prices, telephone and in-person ticket sales, generating sales and house management reports, developing sales and audience analyses based on research.
· Be on site for all mainstage performances to oversee house management and ushering, program distribution, patron issue resolution, etc. 
· Handle special requests for in-house VIP tickets (ex. Trustee receptions, President’s office, Family & Friends Weekend, etc.) 

· Oversee student employees in maintaining a clean and welcoming theater lobby, including maintenance of “headshot” and photo bulletin boards. 
· Work with Production Stage Manager to plan, update and execute, as needed, emergency evacuation procedures.
Audience Development

· Build all events in the ticketing system, Conservatory website and third party event sites. 
· Maintain box office and events lines. 

· Work with the Director of Marketing and Communications and marketing department to further promote performances, develop audiences and create partnerships and/or events with local businesses, performing arts organizations and young professional networking groups.
· Work with Director of Student and Community Programs to promote performances to local community groups, colleges and high schools.
· Spearhead content gathering and distribution of weekly email blast announcing upcoming performances. 
· Process charity tickets requests and donations.
Merchandise Program Management
· Manage the Conservatory’s merchandise program, both on campus and online, including vendor relations, product creation, development, pricing and approval, etc.

· Work with Business Office to complete thorough inventories and sales reports of merchandise.
· Oversee at least three on-site merchandise sales each year, including staffing and preparation of sales reports.

Marketing Support

· Provide occasional project-specific support to the marketing department, such as website copywriting and content development, proofing and copy editing of collateral pieces, researching third-party vendor options and other related marketing tasks.  

· Perform other projects and duties as assigned.

Qualifications and Skills  

· Bachelor’s degree 

· Previous box office experience 

· Expertise in box office practices, money handling procedures and other box office activities 
· Ability to work independently and manage multiple projects in a fast-paced environment 

· Ability to trouble-shoot and problem solve

· Excellent interpersonal and customer service skills 

· Strong communications and relationship-building skills 

· Strong organizational skills and excellent attention to detail and deadlines 

· High level of proficiency in Word and Excel 

· Previous experience with budget and sales management 

· Familiarity with web-based box office ticketing systems

· Previous supervision experience strongly preferred
· Must be able to lift up to 25 lbs.
Interested and qualified candidates should email a letter of interest, resume and the names of three references to: hr@bostonconservatory.edu or mail to: HR/ASM, The Boston Conservatory, 8 The Fenway, Boston, MA 02215. No phone calls please.  Applications will continue to be received until the position is filled.

