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Tessitura Specialist and Box Office Associate 
 

Position Description 
 
 
 

Job Title: Tessitura Systems Specialist and Box Office Associate 

Reports to: Box Office Manager 

Supervisory Responsibilities: No FLSA Status:  

 

Position Summary:    
 
This position covers two distinct roles within the Civic Theatre.  One as the Tessitura Systems Specialist.  This 
role involves maintenance of the Tessitura system database and supporting systems.  The second role, the 
Box Office Associate, serves as the principle point of welcome to the Civic Theatre.  Assists theatre patrons 
with the purchase of tickets, redemption of season subscriptions and other theatre related products.   
 
Essential Functions: Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.  

 
Tessitura Systems Specialist: 

 Maintains the Civic Theatre database of donors, patrons, students, clients, and staff members in 
Tessitura. 

 Ensures that employees with access to the database are properly trained on using the system. 
 Verifies data integrity on an ongoing basis to ensure proper usage and security protocols are being 

met. 
 Works with other members of the local Tessitura consortium to ensure that the system is functioning 

properly. 
 Responds to and resolves questions from users.  Provides excellent customer service. 
 Processes donations and generates donor letters with a high degree of accuracy. 

Box Office Associate: 
 Provides a high and professional standard of customer care that reflects the mission statement of 

the Civic; serves as first point of contact for the public and must act as a reception for visitors to the 
building. 

 Checks for seat availability in the system and provides customers with seating options. 
 Assists customers in choosing good seats by guiding them on the seating map. 
 Assists season subscribers with exchanging their passes for specific shows and show dates. 
 Prints tickets, ensures that date, time and seat numbers are accurately displayed. 
 Provides customers with any special information regarding their chosen show and mention 

upcoming performances. 
 Takes payment in exchange of tickets sold via cash or credit card. 
 Counts cash in the cash register at the end of the shift and balances it with tickets sold 
 Creates and maintains reports of sold tickets and payments received. 
 Delves into any evident discrepancies and ensure that they are resolved before the end of the shift. 
 Answers phone calls and retrieves voice mail messages regarding customer orders. 
 Responds to emails confirming web orders and subscriptions. 
 Performs show night prep such as folding programs, stuffing program boxes and handing out 

hearing devices and instructions. 
 May perform other related duties, as assigned. 
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Position Requirements:   
 High school diploma or equivalent is required along with some course work in computers, business, 

or completion of an administrative training program. 
 Minimum of one year previous customer service experience required, including handling money. 
 Previous experience using box office or ticketing software (preferable Tessitura) highly preferred. 
 Ability to work evenings and weekends throughout the Civic season. 

 
Physical Requirements:   

 Frequently required to use hands and fingers to handle, or operate ticketing software, and reach 
with hands and arms.  

 Frequent and continuous computer work required. 

 Required to lift and/or move up to 50 pounds. 

 Required to frequently talk and hear.  

 Required to frequently stand and walk.  
 
Work Environment: 

 Frequently in the general office environment; lighting and temperature are adequate, and there are 
no hazardous or unpleasant conditions caused by noise, dust, etc.  

 Occasionally exposed to excessive noise, depending on the performance. 

 Occasionally exposed to outdoor elements. 

 
 

I have read the above position description and will comply with the requirements of my 
Position at the Civic Theatre to the best of my abilities. 

 
 

       _______________________________   __________________ 
                                         Employee Signature         Date 

 


