City of Chattanooga, TN

Classification Title:  Business Manager, Civic Facilities


	Department: 
	Education, Arts, & Culture
	Pay Grade:
	TBD

	Supervision Received From:
	
Director, Civic Facilities
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
Facilities Box Office and support staff
	Established:

Revised:
	06/29/07

11/12/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for managing civic facilities box office and related staff. Duties include: advising and assisting in building management decisions; managing and allocating funds for capital projects and purchases. Work requires limited supervision and the use of independent judgment and discretion.
SERIES LEVEL:

The Business Manager, Civic Facilities is a stand-alone classification.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Supervises box office staff to include: prioritizing and assigning work; conducting performance evaluations; ensuring staff is trained; ensuring that employees follow policies and procedures; maintaining a healthy and safe working environment; and making hiring, termination, and disciplinary recommendations.

· Manages the day-to-day operations and activities of the civic facilities box office, which includes: planning, coordinating, administering, and evaluating processes, procedures, systems, standards, and/or service offerings; ensuring compliance with Federal, State, and Local laws, regulations, codes, and/or standards; and, working to integrate and coordinate service areas.

· Manages the ticket sales and event reservations functions by supervising, through a subordinate, the operations of the box office, telephone room and receptionist areas. 

· Prepares and executes settlement statements, box office statements, and contracts; assists in closing out events, preparing collections reports and verifying concession sales.
· Prepares invoices for facility users; prepares deposits for ticket sales, facility rentals and concessions. 

· Schedules events and contacts potential users regarding use of facilities. 

· Designs custom ticket stock, ticket master list, group sales forms, ticket header forms and others. 

· Enters and updates event information in computerized ticketing system; assembles and disseminates event information in box office and telephone room. 

· Approves ticket returns; reviews ledgers on credit card sales; reviews box office receipts and cash drawer reconciliations; orders box office change; balances complimentary, discount and group ticket sales to master list; reviews or issues complimentary ticket sales; processes company ticket requests; and, performs other related duties in managing ticket sales operations. 

· Reviews and verifies financial data including ticketing, merchandise, and concession sales totals. 

· Directs the use of the City's box office as a ticket outlet for other locations; distributes tickets to hard ticket outlet locations; and, opens and closes ticket outlets. 

· Assembles and provides information packets on civic facilities to potential users, promoters and company managers. 

· Confers with promoters and company managers regarding event arrangements; provides final information on final ticket wraps, series sales, marketing information for upcoming event. 

· Performs a variety of facilities management activities for and during events, which includes: scheduling ushers and security; coordinating opening and closing arrangements; resolving problems and complaints from the general public; and approves ticket refunds. 

· Interacts with the manager, other department and city staff, ushers, security, promoters, ticketing companies, vendors, company and stage managers, sponsors, patrons, customers, and the news media in performing assigned job functions. 

· Participates in preparing and administering section budgets; prepares cost estimates for budget recommendations; submits justifications for budget items; and, monitors and controls expenditures. 

· Prepares box office payroll documents.

· Monitors department inventory of equipment, materials, and supplies; determines need for new materials and equipment; and, initiates orders for new/replacement items.

· Maintains personnel records and related reports and files.

· Coordinates dissemination of information to other division staff on ticket sales and event attendance information. 

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Business Administration and four years of facilities management and financial accounting experience.

LICENSING AND CERTIFICATIONS:

Valid Tennessee Driver’s License.

KNOWLEDGE AND SKILLS:

Knowledge of supervisory principles; customer service principles; ticket sales principles and practices; facilities maintenance principles; cashiering principles; budgeting principles; and, mathematical concepts.

Skill in monitoring and evaluating the work of subordinate staff; prioritizing and assigning work; advising and assisting in building management decisions; administering budgets; managing and allocating funds for capital projects; using a computer and related software applications; providing customer service; performing mathematical calculations; preparing reports; managing reservation systems; managing event scheduling; managing ticket sales; gathering, compiling, and analyzing a variety of operational data and information and making recommendations based on findings; handling multiple tasks simultaneously; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: reaching, standing, fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to move objects.  If the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for Light Work.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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