
JOB DESCRIPTION 
 

POSITION:    Ticket Operations Assistant  
DEPARTMENT:  Ticket Sales & Services 
REPORTS TO: Senior Director, Ticket Sales & Services  
STATUS: Temporary Full-Time, Non-Exempt 
 
 
SUMMARY: This position provides expert support to the Ticket Sales & Services by assisting 
with the ticket operations and logistical elements of its Festival and Foundation Events.  
 
 
Essential Functions: 

 
Ticket Operations:  

♦ Assist with daily operations of the ticket office 
♦ Process incoming orders, including building the accounts, booking of inventory and 

processing payments 
♦ Disseminate information pertaining to events and provide customer service to ticket 

patrons and members 
♦ Assist in the packaging and mailing of ticket orders and provide follow-up information 

for recipients 
♦ Process in-house orders and payments and work closely with the other departments to 

ensure prompt and accurate processing of orders 
♦ Work on-site at events selling tickets, processing will call and assisting the Director of 

Tickets.  
♦ May be required to handle money and ensure correct procedures are being followed 
♦ Provide training and direction to any future interns, volunteers and/or contracted 

temporary support to ensure a high level of service is being provided 
♦ Assist the Director of Ticketing in various projects related to the successful operation of 

ticketing for all Orange Bowl Committee events 
♦ Other duties as assigned 

 
Qualifications:  

♦ Bachelor's degree. 1+ year’s experiences or equivalent work experience preferred.     
♦ Box office related experience is preferred. 
♦ Must be able to maintain confidentiality of all corporate, personnel and research 

matters; attention to details as well as dependability.   
♦ Proficiency in MS Outlook, Word, Excel, Publisher and PowerPoint, as well as knowledge 

of In-Design, Quark and Photoshop preferred.  
♦ Excellent communications and interpersonal skills. Good phone skills are essential 
♦ Ability to work flexible hours based on events, including daytime, evening, weekends 

and holidays, as needed 
♦ Must have professional attitude and appearance and have strong teamwork skills 

 
 
APPLY HERE: https://home2.eease.adp.com/recruit/?id=6646152 
 
 

https://home2.eease.adp.com/recruit/?id=6646152

