
  
  

Job Overview 
 

Under supervision from the Front of House Manager, Box Office staff performs clerical and logistical functions 

to coordinate and complete all box office activity at SLO REP. This is a part-time position, and 

weekend/evening availability is required. This position will average 5-10 hours/week, depending on 

production schedule. 

 

Essential Duties & Responsibilities   

 
 

• Patron Ticket Reservations and related items 

• Be present during assigned box office hours  

• Pick up all box office phone messages 

• Return all box office-related calls 

• Interface with walk-up customers during open hours 

• Answer mail and email inquiries regarding box office matters 

• Enter new patrons into box office database 

• Reserve patron tickets, process payment as instructed by patron 

• Process season subscriber ticket changes 

• Print transaction receipts and tickets 

• Mail tickets or keep on file for will-call, as instructed by patron 

• Handle ticketing discrepancies as they come up, interfacing with Front of House Manager if necessary 

• Mail season brochures to potential patrons as requested 

• Answer inquires about special events 

• Attend staff meetings as called 
 

 

Other Duties and Responsibilities   
 

• Work special events, as assigned 

 

Knowledge, Skills, Talents, & Abilities 

Communication: Keep Front of House Manager/Box Office Manager informed of all sales progress, issues 

and concerns within SLO REP ticketing. Demonstrated knowledge of the structure and content of the 

English language including the meaning and spelling of words, rules of composition, and grammar.   Ability 

to provide clear & useful information in a gracious, respectful, and helpful manner to the community, 
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administrative and support staff, and volunteers, as well as donors and Board Members; in written form, 

via e-mail, and in person.  

Personnel and Human Resources: Ability to work well with a diverse staff, clientele, and volunteer base. 

Confidentiality: All matters pertaining to operations, volunteers, the public, and participants must remain 

confidential.  Human Resources consultant is to be included in discussions about staff or volunteers. 

Leadership: Decision-making skills. Act as a model for staff, volunteers and the community.  Act in a 

professional manner at all times; demonstrate cooperation and constructive problem solving.   

Organization: Good time-management skills. Ability to work independently. 

Coordination: Understand the relationship of all operational positions to each other, and their impact on 

the culture and meeting operational goals.  Adjust actions on relation to others’ actions, i.e., collaboration 

and team work. 

Technical: Good understanding of computer principle and practice; working knowledge of Microsoft 

Office. 

Essential Education and/or Experience 

 

High School Diploma 

1 year in customer service environment 

 

Preferred Education and/or Experience 

 

Bachelor’s degree 

3 years’ experience in customer service environment 

 

Physical Demands 

 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

• Sitting/standing for entire shift 

• Work in small room  

• Minimal lifting (maximum 20 pounds) 

• Must be able to hear patrons speak in person and over phone 

• Must be able to see computer screen and written material 

• Must be able to speak clearly to customers, volunteers and staff 
 

Work Environment  

 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

Solitary and team-work settings; noise level ranges from quiet to loud; dusty sections of the theater. 



 

Compensation 
 

       $17.00-19.00/hr, depending on experience 

 

Position Start 

 

      ASAP, open until filled 

 

To Apply 
   

      Send cover letter and resume to Kevin Harris at kevinharris@slorep.org. No phone calls/walk-ins.  

 

 
   

 
The San Luis Obispo Repertory Theatre is an equal opportunity employer and does not unlawfully discriminate on 

the basis of race, creed, national origin, disability, sex, marital status, age, or any other protected status covered 

by federal or state law. 

 

This job description does not constitute an employment agreement between the employer and employee, and is 

subject to change as the needs of the employer and requirements of the job change. 

 

Racial Equity Statement 

 

Theatre plays a critical role in shaping our culture and our community, and has a responsibility to enact positive 

change through its work, practices, educational programs and policies. We at SLO REP acknowledge that our 

organization is predominantly white, existing within a predominantly white community, and that we operate 

within a society of long-standing racist and oppressive systems. 

 

Recognizing that silence and neutrality are actions of complicity, we commit ourselves to being an actively anti-

racist organization that is welcoming to all. We make these commitments to you and to ourselves. We invite our 

artists, audiences and colleagues to hold us accountable. 
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