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   Class Specification 
   for the Class: 
 
 STADIUM BOX OFFICE MANAGER 
 
Duties Summary: 

 Manages box office operations at the Aloha Stadium and satellite locations; 
develops and recommends policies and procedures to the Stadium Manager; and 
performs other duties as required. 

Distinguishing Characteristics: 

 This class is distinguished by its responsibility for planning, organizing and 
directing through subordinate supervisors ticket sales and cashiering including customer 
relations, information dissemination, and internal cash and ticket accounting and 
controls.  A large staff of box office personnel is involved, and control is maintained of 
the operation of computer ticket sales and satellite ticket offices, receivables from 
associated ticket sellers, ticket printing, receipts, and maintenance of accounting 
records.  The work is characterized by volume sales, extensive public contact including 
coordination with licensees, events promoters and group sales directors, and internal 
coordination and consultation with other stadium management officials. 

 The position in this class works under the general supervision of the Stadium 
Manager and Deputy Stadium Manager, and is responsible for carrying out assigned 
functions.  Work is evaluated in terms of accomplishment of objectives and 
soundness of recommendations. 

Examples of Duties: 

 Drafts, recommends and implements policies and procedures relating to the 
distribution and sale of tickets involving stadium and satellite ticket offices, group sales, 
bonded printers, etc.; establishes and maintains box office financial records and 
statements, directs record keeping and security pertinent to tickets and receipts through 
subordinate supervisors; directs the training of all box office personnel in ticket selling, 
mail orders, operations of computer sales, cash handling, customer relations, general 
stadium information, telephone courtesy and internal record keeping; 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; 
evaluates operations and recommends improvements in policies and procedures, and 
investigates any irregularities in ticket sales operations and takes appropriate action; 
prepares an operating budget and participates in top management meetings. 
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Knowledge and Abilities Required: 

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

 Ability to:  Plan, organize and direct box office operations involving ticket sales 
and cashiering; control computer ticket sales and satellite ticket offices; deal effectively 
with others such as promoter ticket printers and patrons; coordinate effectively with 
other stadium services; develop budget requirements; recommend policies and 
procedures; and prepare reports and correspondence. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 This is the first specification for the new class STADIUM BOX OFFICE 
MANAGER. 
 
 
 
DATE APPROVED: 12/29/77  /s/  Donald Botelho 

  DONALD BOTELHO 
Director of Personnel Services 
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