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   Class Specification 
   for the Class: 
 
 ASSISTANT STADIUM BOX OFFICE MANAGER 
  (ASST STADIUM BOX OFFICE MGR) 
 
 
Duties Summary: 

 Assists in managing box office operations at the Aloha Stadium and satellite 
locations; assists in developing policies and procedures; supervises and participates in 
cashiering functions; and performs other duties as required. 

Distinguishing Characteristics: 

 This class is distinguished by responsibility for assisting the Stadium Box Office 
Manager by conducting box office operations in accordance with established policies 
and procedures, and special instructions, on a regular and substantial basis in the 
absence of the Manager, in addition to supervising and participating in cashiering 
functions and reviewing operating problems and recommending changes in policies 
and procedures.  Box office operations involve extended time periods requiring overall 
supervisory relief in the absence of the Manager, and work is evaluated in terms of 
accomplishment of objectives and soundness of recommendations. 

Examples of Duties: 

 Assists in recommending and implementing policies and procedures relating to 
the distribution and sale of tickets involving stadium and satellite ticket offices, group 
sales, bonded printers, etc.; maintains box office financial records and statements, and 
directs recordkeeping and security pertinent to tickets and receipts; advises and assists 
licensees in developing plans for ticket sales, distribution, discounting, advance sales, 
and coupon arrangements; advises and guides satellite ticket offices, and printers; 
coordinates with licensees, events promoters and group sales directors; investigates 
irregularities in ticket sale operations and takes appropriate action; assists in preparing 
an operating budget and participates in top management meetings as required. 

 Supervises and schedules the work of subordinates in all phases of cashiering 
functions; distributes tickets and change funds to ticket sellers and audits receipts and 
returned tickets; prepares deposits of daily ticket sales, and replenishes change fund; 
issues change fund to parking operations, and checks returns; receives and audits all 
ticket stock, and maintains inventory of tickets; maintains accounting records and 
prepares reports for all ticket sales and receipts; prepares and maintains all necessary 
records, forms, and reports for consigning, issuing and billing of tickets to licensees and 
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ticket agents; discusses operating problems with supervisor, and recommends and 
implements policies and procedures; controls and authorizes the issuance of tickets set 
aside for administrative, promotional and other special purposes; receives and resolves, 
or refers customer complaints, and responds to problems and inquiries of satellite ticket 
outlets regarding ticket selling arrangements, policy and procedures; handles special 
requests of licensees, and decides on problems regarding the withdrawal and return of 
tickets assigned to licensees; authorizes the acceptance of checks received as payment 
for tickets; relays special instructions and information to staff; assists in box office audits 
and inventory checks, and the preparation of settlement reports; assists-in the training 
and orientation of new employees, and resolves immediate staffing or other personnel 
problems that may arise. 

Knowledge and Abilities Required: 

 Knowledge of:  Methods and procedures of box office management relative to 
ticket sales and cashiering, including group and satellite sales; office practices and 
procedures, including methods of accounting for cash; principles and practices of 
supervision. 

 Ability to:  Assist in planning, organizing and directing box office operations 
involving ticket sales and cashiering; control computer ticket sales and satellite ticket 
offices; coordinate effectively with other stadium services; assist in developing budget 
requirements and recommending policies and procedures; speak to individuals and 
groups, and deal effectively with others such as promoters, ticket printers and patrons; 
organize and direct the work of others; operate common office appliances and 
equipment including adding machines and calculators. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 This is the first specification for the new class ASSISTANT STADIUM BOX 
OFFICE MANAGER. 
 
 
 
DATE APPROVED: 12/27/79  /s/  Wayne Yamasaki 

  for  DONALD BOTELHO 
Director of Personnel Services 
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