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STUDENT UNION JOB ANNOUNCEMENT

Job Title: TICKET SELLER / CASHIER #9080
Status: Student Assistant
Supervisor: Box Office Manager
Department: Box Office
Location: Event Center                                       Telephone 924-6378
Work Schedule: Tuesday 9:30 AM - 3:00 PM, Thursday 9:30 - 1:30, Sunday 9:30 AM - 12:30 PM

                           -MUST BE ABLE TO WORK THESE SPECIFIC TIMES

                           -MUST BE AVAILABLE TO WORK CONCERTS AND EVENTS, WEEKENDS AND NIGHTS

Job Summary

Under the direct supervision of the Box Office Manager, the Box Office Ticket Seller/Cashier sells computerized or pre-printed tickets, provides customer service and performs miscellaneous job-related duties at the Event Center.  Occasionally provide Ticket Seller services and support for events occurring at the Student Union and Morris Dailey Auditorium.
Duties and Responsibilities

1. Responsible for selling computerized and pre-printed tickets to the general public.

2. Responsible for answering phones.

3. Responsible for answering customer inquiries.

4. Process fax/mail ticket orders.

5. Responsible for printing and distributing will call tickets.

6. Responsible for labeling Event Center floor seating for events.

7. Loading e-entry scanners for events, when needed.

8. Responsible for reconciling cash and sales at close.

9. Open and close box office for day-to-day operations depending on work shift.
Job Requirements
1. Ability to use computerized ticket sales systems.

2. Ability to develop effective relationship with the public.

3. Capable of working under pressure.

4. Ability to maintain a professional manner, especially during busy times.

5. Ability to work flexible shifts.

6. Ability to accurately handle cash and sales receipts.

7. Ability to follow instructions and to work with a diverse clientele.

8. Ability to work independently with little or no supervision.

Qualifications and Specifications
1. Requires excellent customer service and cash handling skills.

2. Requires flexibility to work weekends and evenings.

3. Requires excellent math and communication skills.

4. Requires detail-oriented, accurate individual.

5. Requires the ability to work long and irregular hours, especially during events.

Starting Wage: $8.00
Certifications Required: No
References Required: Yes
Current Date:3-19-08
Application Deadline: Until Filled                    MONTH/DATE/YEAR

NOTE: Applicants for Student Union positions: 1) are not automatically guaranteed job interviews, 2) must be matriculated in the university. The Student Union of San Jose State University is an Affirmative Action, Equal Opportunity Employer. The Student Union of San Jose State University does not discriminate on the basis of race, color, religion, national origin, sex, sexual orientation, marital status, pregnancy, age, disability, disabled veterans, or Vietnam veteran’s status.
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