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JOB DESCRIPTION
JOB TITLE: Front of House Staff
REPORTS TO: Front of House Manager
JOB TYPE: Part-Time / Hourly
SUMMARY OF POSITION
The Box Office Attendant is responsible for providing exceptional customer service to all patrons, managing ticketing operations via Tickets to the City, handling Will Call pick-ups, and ensuring a smooth lobby flow before performances at Theatre Arlington.  This position is responsible for providing excellent service to patrons at the Theatre Arlington Bar (beer and wine sales) before and after performances and during intermission
DUTIES AND RESPONSIBILITIES (BOX-OFFICE)
Before Performance (Pre-Show)
1. Open and prepare the box office window and surrounding lobby area.
1. Count starting cash drawer and verify starting balance.
1. Log into the Tickets to the City ticketing software.
1. Organize and prepare pre-printed Will Call tickets for guest pick-up.
1. Review show details, seating charts, and any special accommodation requests for the performance.
1. Hand out Will Call tickets efficiently as patrons arrive.
1. Maintain clear line flow and order in the box office area to ensure efficient entryway experience.
1. Assist patrons with basic questions regarding seating, showtimes, and theatre policies.
During Performance (Show Time)
1. Close the box office window once the show begins (no ticket sales or transactions occur during the performance).
1. Remain available in the lobby to assist late arrivals or address immediate patron inquiries.
1. Maintain cleanliness and neatness of the lobby and box-office areas.
1. Monitor lobby entrance doors to maintain event security during the performance.
After Performance (Post-Show)
1. Count and balance the cash drawer against final sales reports in Tickets to the City.
1. Securely lock all cash boxes, ticketing stations, and drawers.
1. Clean and tidy up the box office desk and lobby area for the next performance day.
1. Report any patron feedback or ticketing discrepancies directly to the Front of House Manager.


DUTIES AND RESPONSIBILITIES (BARTENDER)

1. Provide excellent customer service to all patrons
1. Prepare and serve beer, wine, and other beverages accurately and efficiently
1. Check identification to verify legal drinking age as required
1. Accurately process sales and handle point of sale system
1. Balance cash box/register at the end of each shift
1. Set up and stock the bar prior to opening
1. Keep bar and lobby area neat, clean and organized throughout shift
1. Break down and clean bar area at close of shift
1. Monitor and report low inventory to Bar Manager
1. Follow all alcohol service laws and Theatre Arlington policies
1. Respond appropriately and professionally to patron concerns
1. Work as part of a team with other bar staff and volunteers
1. Available to work evenings, weekends, and select matinee shifts as scheduled
1. All other duties as assigned



QUALIFICATIONS
REQUIRED QUALIFICATIONS
1. Must be 18 years of age or older
1. TABC certification (or willingness to obtain prior to start date)
1. Excellent communication and customer service skills
1. Basic math skills for handling cash and making change
1. Interpersonal skills to deal effectively with all patrons and staff
1. Professional appearance, demeanor and dress
1. Able to effectively communicate in English, in both oral and written forms
1. Familiarity with basic computer systems and internet applications.

PREFERRED QUALIFICATIONS

1. 1–2 years of customer service or cash-handling experience.
1. Familiarity with the Tickets to the City platform or prior box office software experience.
1. Previous bartending or customer service experience
1. Previous experience in a similar theatre or hospitality setting
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