
 
 

Job Description 

  

Job Title:  Director - Ticketing 

Division:  Administration & Ticketing 

Department: Ticketing 

Reports To:  Managing Director - Ticketing 

FLSA Status:  Exempt 

Current EE: Vacant 
Approved Date:  09/15/2015 

  

SUMMARY  
Responsible for cross training on Managing Director’s essential duties, customer service, VIP 

sales, supervising staff, managing Ticketing Department operations and other duties as assigned 

by supervisor.   

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include but are not limited to the 

following: 

 

 Cross train on Managing Director’s essential duties (manage ticket inventory, create 

reports for upper management, season ticket renewal process, ticket system analysis, etc.) 

 Primary contact for customer service 

 Provide customer service and fulfill individual ticket orders for VIPs (the Show’s 

directors and senior management) 

 Evaluate ticket operations and procedures to ensure maximum processing efficiency 

 Coordinate workflow which includes telephones, ticket window, ticket processing, mail 

outs, ticket packaging, will call, etc. 

 Plan and maintain adequate staffing for the Ticket Department 

 Train and supervise full-time employees 

 Hire, train and supervise temporary employees 

 Support the Ticket Department with selling season tickets, parking, individual tickets, 

suites, chute seats, Show merchandise, etc. 

 Assist Managing Director with projects 

 

SUPERVISORY RESPONSIBILITIES  
Directly supervise full-time and temporary employees. Carry out supervisory responsibilities in 

accordance with the Show’s policies and applicable laws. Responsibilities include interviewing, 

hiring and training employees; planning, assigning and directing work; appraising performance; 

rewarding and disciplining employees; addressing complaints and resolving problems. 

 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 

ability required.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 



 

EDUCATION and/or EXPERIENCE  
Bachelor's degree and three to five years of management/supervisory and work-related 

experience in the ticket industry.  

 

LANGUAGE SKILLS  
Ability to read, analyze and interpret financial reports and legal documents.   

Ability to write reports, business correspondence and procedure manuals. 

Ability to effectively present information to top management, public groups and/or boards of 

directors. 

Ability to respond to common inquiries or complaints from customers, regulatory agencies or 

members of the business community.   

Requires excellent communication skills (oral and written). 

 

OTHER SKILLS AND ABILITIES  
Requires proficiency in computer software such as Word, Excel and PowerPoint. Specifically the 

ability to create Excel formulas and use pivot tables to analyze data and create reports.  

Requires experience with ticket software systems. 

Prefer experience with AXS Ticketing/Outbox Technology. 

Prefer experience with Oracle.   

Requires organizational skills, the ability to prioritize and manage multiple tasks and shift focus 

on a regular basis.  

Requires basic accounting skills. 

Requires knowledge of contract administration.   

Requires the ability to work well in a team oriented environment.   

Requires prior management and supervisory experience.  

Requires the ability to interact with all levels of people, both within and outside of the Show. 

Requires the ability to provide a high level of customer service.  

Requires having integrity, strong work ethic, ability to meet deadlines, be punctual, attend 

meetings, etc. 

Prefer prior work-related experience in service industry. 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

The employee may be required to sit, stand, climb, balance, stoop, kneel, crouch or crawl. 

During the Show, the employee may be required to frequently walk to various places on the 

grounds. The employee may be required to lift and/or move 25 or more pounds. Requires good 

manual dexterity (hand, hand with arm, two hands) and multi-limb coordination. Extended work 

hours required, especially during peak periods. The employee needs to be able to tour NRG 

Stadium with guests. 

 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee may be exposed to dust, chemicals and 

animals at various times. 


