
 
 

 
 
  
 
  
 
 
 

 
 
 

Box Office Associate Application 

 

Please submit a cover letter, resume, and completed employment application to 

boxoffice@washingtoncenter.org. Employment applications can be found at 

https://www.washingtoncenter.org/job-opportunities/ 

Application Due: As soon as possible 

 

Job Description 
 
Hours: Position is part-time and ranges from 7 to 20 hours a week depending on event calendar. The majority of 

shifts are in the late afternoon and evening, including the weekend, but employee must be available for at least 1 

weekday shift that begins before noon. 

 
Starting Hourly Rate: $11.00. Rraise possible upon successful completion of 90 day evaluation. 

  

The Washington Center for the Performing Arts employs part-time Box Office associates. They 

should be highly motivated, reliable, punctual, trustworthy, and have strong trouble-shooting skills. The 

ideal employee will demonstrate flexibility and creativity in understanding the patron’s decision-making 

process, as well as an ability to effectively answer patron inquiries.  

Duties include: answering incoming Box Office calls for ticket orders; convey general information 

about the Center’s programming to prospective and existing patrons; handle point-of-service sales and 

will-call; handle ticket exchanges, incoming donations, and questions. Employee also participates in 

season subscription campaign and does extensive data entry.  Friendly phone manner, excellent 

computer and customer service skills are required. 

 

Preferred Qualifications 

 Ability to work a flexible schedule, including regular evening and weekend hours 

 Ability to function well in a fast-paced, time-sensitive environment. 

 Strong organizational skills and attention to detail; solid computer skills; ability to 
perform calmly under pressure.  

 Strong diplomacy, interpersonal and teamwork skills  

 Ability to clearly communicate in person, over the phone, and in writing. 

 Ability to work both as part of a team and independently. 

 At least one year experience in customer service and sales, preferably in an arts 
environment. Previous box office experience is a plus. 

 High School diploma and/or GED. 
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