Columbus Indiana Philharmonic

Job Title:
Box Office and Events Manager
Reports To:
Executive Director


Job Summary:
Responsible for Columbus Indiana Philharmonic’s ticketing and events management.  Position reports directly to the Executive Director.
Job duties and Responsibilities
CRM System – Box Office and Development Activities
1. Maintain ticket and fund development databases, updating codes and donor information as needed to ensure accurate reporting.
2. Record all monetary receipts on credit card and check logs, reconciling manual logs with reports from ticketing and fund development software.
3. Prepare appropriate thank you letters on a timely basis.
4. Coordinate, sell, and track the sale of tickets and reservations to all Philharmonic events, including concerts, education, and fundraising events using the ticketing software.
5. Prepare fund drive statistical reports as needed.

6. Coordinate and staff the Box Office at all Philharmonic events.

7. Work with the Executive Director and Marketing Manager to plan season subscription sale and renewal mailings.

8. Must be focused on providing excellent customer service to Philharmonic patrons.
Event Management
1. Manage “front of the house operations” in conjunction with production and artistic staff for each ticketed event.
2. Coordinate obtaining supplies needed for concerts and events, including food and drinks for guest artists, concert dress rehearsal breaks and meals, set up of promotional materials, box office location and signage.
3. Serve as the primary staff representative and coordinator on committees that coordinate fundraising events and the annual Salute! concert.
4. In conjunction with the Notables President, coordinate volunteer support for Philharmonic events.
Administrative and Operational

1. Maintain close communications with CIP staff, Board and committees on operational and organizational issues.
2. Prepare and distribute board mailings in advance of scheduled meetings.
3. Under direction of Executive Director, coordinate mailings, including but not limited to the annual fund drive, tickets and renewals, invitations, bulk mailings and advertisements.
4. Serve as receptionist, answering the phone and directing inquiries appropriately.
5. Maintain and order office supplies.
6. Perform other duties and provide assistance as assigned.
QUALIFICATIONS
1. Minimum two years office administrative support experience is preferred.
2. Excellent communication skills, both oral and written.
3. Excellent organizational skills and demonstrated attention to details.
4. Must be a self-starter, with the ability to learn and become comfortable with industry specific software.

5. Experience and skill in the use of MS Office.
BENEFITS
This is a full time salaried position with flexible hours and generous holiday schedules.  Complimentary tickets are offered.
INTERESTED?

Please submit a resume and cover letter to:

Margaret Powers

Executive Director

315 Franklin St.

Columbus, IN  47201
812-376-2638, x2
margaretp@thecip.org

