"JA\\ VILLAGE
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e Waterdown
Volunteer opportunity: Box Office Lead
Term: Minimum 2-year commitment preferred

About Village Theatre Waterdown (VTW)

Village Theatre Waterdown (VTW) is a charitable community theatre dedicated to
producing high-quality theatrical experiences and community events. For over 50 years,
VTW has engaged over 100 volunteers and artists annually to bring theatre to the Greater
Hamilton area. We are looking for someone who has a passion for theatre and an interestin
sharing their expertise to fulfill the goals of a charitable community.

Role Overview
The Box Office Lead is the liaison with the VTW external box office provider and oversees
box office operations at each performance (pre-show).

Time Commitment:
e 4 hours of box office set-up duties twice a year before the each show run.
e 18-20 performances per season (9 in Fall and 9 in Spring)
e Average of 2 hours per shift (pre-show)

Key Responsibilities

e Box Office Set Up
o Fillout the external provider’s box office set up form for each show run (twice
per year).
o Testthe external provider’s website before the box office goes on sale.
o Liase with external provider, if needed, during box office sales
o Communicate with VTW Publicity Co-ordinator about marketing of box
office.
e Financial Management:
o Secure cash floats
o Process walkin ticket sales accurately (cash and digital POS transactions)
o Maintain financial daily tally records of walk-in sales at performances
o Safeguard and deposit cash profits from performances (or give to Treasurer)
o Forward box office reports, as needed, to the Production Team and the Board
of Directors.
« Box Office at Performances:
o Open the box office for each performance.



o Provide customer service to patrons during pre-show at performances. Sell
walk in tickets and hand out “will call” tickets.

o Work with the box office greeter to provide an exceptional first impression to
patrons and Members arriving for each performance.

o Provide customer service and handouts to VTW Members, as requested by
Members (under the direction of the Membership Administrator.)

o Provide pre-show Status updates on ticket sales to the Front of House
Manager.

Requirements

¢ Membership with VTW

e Professional, volunteer, or equivalent experience in a similar role is preferred

e Strong communication, customer service and organizational skills

¢ Ability to work well under pressure and problem solve

e Comfortable handling cash and processing digital POS transactions accurately
e Proficiency in MS Office, Excel, Google Drive, and email communication

¢ Commitment to diversity, equity, and inclusion within the VTW community

¢ Willingness to implement new opportunities (ticket promos) when they arise

Benefits of Participation

e Goalfulfillment by directly affecting positive outcomes in community

e Orientation, training, and ongoing support

e Professional development and leadership opportunities

e Invitation to all VTW events

e \oting privileges at the Annual General Meeting (AGM)

o Letter of Reference or Linkedln recommendation after one year of service

Application Process

Interested applicants should submit a brief statement of interest, outlining their relevant
experience and motivation for joining VTW as Box Office Lead. Applications can be sent to
volunteer@villagetheatrewaterdown.ca with the subject line: “Box Office Lead
Application.”

Join VTW and be a part of an inclusive, passionate, and creative community that brings
theatre to life!



