Job ID:   236230-02-A


Department Number:   236230
Job Title:   Box Office Assistant 
Type of Work:   Professional, clerical, computer, works with confidential information
Job Competencies:   Works with others, organized, customer focus, good communication skills, self motivated, dependable
Job Skills:   Typing, calculator, phone, MS Word, MS Excel, copier, internet, filing
Job Duties and Responsibilities:   Assist with telephone, mail, internet and window ticket sales; handle money 
Job Restrictions:   Must have good telephone and public relation skills; must have good computer skills; must be able to follow directions; must be reliable and punctual; set hours to your schedule, some nights and weekends.
Learning Outcome:   Learn Public Relations, Events management skills; learn money management, accountability, responsibility and job skills.
Number of available positions:   1
Minimum number of hours required per week:   10
Minimum wage is $7.25 per hour

Per University policy, a student may work up to 20 hours per week.
This employer prefers that you contact them by:   Phone or email
Contact Person:   Laura Sellers
Department:   Stage & Screen – Theatre, Dance, Motion Picture & Television Production
Location:   104 Bardo Arts Center
Phone:   227-2504
Email:   sellersl@email.wcu.edu
Click Here for instructions on how to apply for this job.

