C ass Code: E27

Cty of Anaheim CLASSI FI CATI ON:
Class Specification BOX OFFI CE SPECI ALI ST
Definition:

Under noderate supervision, to provide responsible clerical and accounting support to
the box office functions of Anahei m Convention Center and Anahei m Stadi um and have
functional supervision over part-tinme staff.

Exanpl es of Essential Job Functions:

Receives and fills orders for advanced sal e of group tickets.

Cal cul ates, bal ances and records group ticket sales.

Notifies enpl oyees of schedul ed hours.

Supervises and trains ticket sellers and other assigned clerical staff.
Sel | s advance tickets to individual purchasers at the box office w ndow
Conpi |l es and types box office budget infornmation

Recei ves custoner conplaints on ticket sales and resol ves probl ens.

Recei ves, counts and verifies newy printed tickets to nmanifest.

Cal cul ates and distributes reports on ticket sales and gift cart.

Recei ves, counts, bal ances and prepares for deposit cash, checks and credit card slips.
Conpil es and types sales reports to pronoters and event engagenent director

Operates a personal conputer, calculator, CRT, typewiter, tickometer, duplicator, paper
drill, noney counter, cash register and postal scale

Recei ves, distributes and responds to incom ng mail

Mai ntains office inventory and orders office supplies when needed; nmintains office
equi prent as necessary.

Keeps records, logs and | edgers as necessary.

Acts as a receptionist to the public, taking and responding to calls, screening
inquiries, taking nmessages and schedul i ng appoi ntnents, and providing/ distributing
informati on on public events.

Qperates a conputer terminal to enter and edit standard infornation using a limted
nunber of prograns and fornats.

Resear ches and conpiles information for reports

Recommends ticket office procedures.

Aut hori zes arnored courier pick up and delivery of box office nonies.

Mai nt ai ns various enpl oyee and business mailing |ists.

I n absence of supervisor, opens and unlocks safe, vault and al arnms at begi nni ng of
busi ness day; closes, |ocks and sets safe, vault and alarns at closure

I n absence of supervisor, authorizes persons to enter secured box office area

Distributes and files various correspondence; types and copi es correspondence and
nmenor anda

Conpl etes inventory of ticket agency sal es.
Cal cul ates and prepares refund checks.
Reports infornation of previous events to nanagenent.

I n absence of supervisor, nmay respond to energency call out from al arm conpany.
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Perforns other job-related work as required

M NI MUM REQUI REMENTS!

Experience in: Performng journey-level clerical and/or cashiering work, preferably in
a ticket office

Know edge of: Standard office procedures, ticket agency term nology; conputer term na
operating nethods; business math; account record keepi ng nmethods; general principles of
supervi sion and training

Ability to: Plan, organize and schedule the work of a busy ticket office; maintain
accurate accounting and ticket inventory records; nake changes and conpile statistica
reports; operate a conputer termnal and use related software; operate a cal cul ator
cash register, typewiter, tickoneter, noney counter, and CRT; prepare clear and conci se
reports and | ogs; accurately handle | arge anounts of cash; accurately bal ance cash

agai nst ticket sales; speak clearly and distinctly; understand pertinent procedures and
functions quickly and apply themw thout inmediate supervision; maintain and nodify
records and filing systens; provide accurate and tinmely information to the public
train, assign, check, correct and participate fully in the work of subordinates;
establish and maintain effective relationships with those contacted in the course of

wor K.

Physi cal Requirenents: None

Li cense and/or Certification Required: None

Supervi si on Exerci sed: Makes assignnents, sets priorities for, trains and partici pates
in the review of part-tinme box office personnel

Supervi si on Received: Wrks under technical supervision. Wrk in progress and
conpleted work is reviewed periodically.

Career Ladder Infornmation: Experience gained in this classification nay serve to neet
m ni mum requi rements for pronotion to Box Ofice Treasurer

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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