
 
 
Title:    Box Office Assistant 
 
Reports to:   Box Office Manager  
 
Type:   Part-Time 
 
Location: 1060 Falmouth Road, Hyannis, MA 
 
The Cape Symphony needs a Box Office Assistant to support the Box Office Manager. The Cape 
Symphony Box Office is located at the Hyannis office of the Cape Symphony & Conservatory. The Cape 
Symphony presents at least nine concerts a year (22 performances). Tickets are sold on a subscription 
basis and individually. The Box Office Assistant will learn how to use ticket sales software and how to sell 
tickets to customers over the phone and in person. He/she will also learn how to prepare for a concert 
and how to manage subscription renewals. This position is part-time and a regular schedule of hours will 
include Box Office coverage at concerts, which occur once a month on weekends. 
 
Responsibilities: 

 Sell single tickets by phone and in person using SRO software. 

 Organize incoming subscription renewals. 

 Process subscription renewals. 

 Retrieve and write down voice mails from Box Office phone line and return customer phone 
calls. 

 Follow up with non-renewed subscribers. 

 Stuff envelopes and mail out ticket orders each day. 

 Help organize Will Call, Tix4Music, and Group tickets the week before a concert. 

 Cover for the Box Office Manager as needed. 

 Staff the Box Office during concerts (Saturdays and Sundays, exact schedule to be determined) 
 
Qualifications: 

 MUST Have strong communications skills because he/she will be interacting with the public 
regularly. This includes a pleasant phone manner, excellent customer service approach and 
attitude, and solid writing skills. 

 Strong comfort level with technology and ability to learn new software applications quickly. 

 Highly organized and detail-oriented. 

 Reliability is vitally important. 

 Ability to work independently once trained. 

 Occasionally may need to go to the Performing Arts Center or visit one of our vendors to pick up 
materials. Must have transportation/driver’s license. 

 
Hours: 
16-20 hours a week including some weekends. 
 



Visit capesymphony.org to learn more about the Cape Symphony. 
 
Please send resume and cover letter to ecliggott@capesymphony.org. 
 
 

https://www.capesymphony.org/tickets/2017-18-season/4-holiday-on-the-cape
mailto:ecliggott@capesymphony.org

