
BERKELEY SYMPHONY 
BOX OFFICE MANAGER 

 
POSITION DESCRIPTION: Berkeley Symphony seeks an energetic, organized, and personable Box 
Office Manager with a passion for classical and new music.  The Box Office Manager is responsible for 
all box office duties, as well as database management. The ideal candidate will have experience in 
administrative work and proven customer service skills. 
 
BOX OFFICE DUTIES 

 Responsible for processing all ticket orders 

 Manage both renewal and new season subscription campaigns 

 Respond to patron inquiries and ticket exchange requests 

 Manage and process single ticket sales and comps 

 Responsible for all front of house duties during performances, including supervising the box office 
and will call  

 Fulfill all ticket donation requests in accordance with company policy, including the issuance of 
gift certificates 

 Maintain ticket stock inventory 

DATABASE MANAGEMENT 

 Input and update contact and gift information (including processing of returned mail)   

 Generate queries, reports, exports and any other collection data as needed  

 In conjunction with Director of Operations, oversee system management, including hardware and 
software, to ensure database and ticketing system are functional and efficient 

OTHER TICKETED EVENTS 

 Responsible for processing RSVPs, menu choices, and payments for special events 

OTHER 

 First point of contact for incoming calls, general emails, visitors, deliveries 

 Provides administrative support to other staff 

 Performs other job related duties as assigned  

 Marketing skills a plus 

QUALIFICATIONS 

 Bachelor’s degree from an accredited college or university desirable 

 Proficient in Microsoft Office (Outlook, Word, Excel) and social media  

 Experience with Theatre Manager database system or similar a plus 

 Ability to work nights and weekends; attend and work all concerts and special events 

 General administrative work experience, preferably in a non-profit arts organization   

 Impeccable customer service skills: ability to interact in an effective and professional manner with 
a wide variety of people, including board, donors, staff, volunteers, and the general public 

 Excellent written and oral communications skills, with keen attention to detail and appropriate 
content 

 Musical background and/or familiarity with orchestral works a plus 

 Ability to drive multiple projects with overlapping deadlines 

 Must maintain a high level of confidentiality   

 Ability to work independently as well as in a team  

 Ability to lift at least 25 pounds  
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