Front-of-House Intern 

SUMMARY: 

Assists the Patron Services Manager at Popejoy Hall with a wide variety of administrative duties, including scheduling, event management, and document creation.

DUTIES AND RESPONSIBILITIES: 

1. Obtains and inputs database information regarding every Popejoy event.

2. Coordinates the scheduling of student floor managers and volunteers ushers.

3. Answers phones and assists or refers callers to appropriate staff.

4. Creates, organizes, and maintains files and records related to front-of-house operations.

5. Assist will quarterly newsletter to volunteer ushers.

6. Assist with volunteer training, recognition events, and activities.

7. Creates and distributes calendar of events in the Center for the Arts.

8. May act as house manager and as liaison with the ticket office.

9. May act as stage manager for special events.

10. Other job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to work independently and multi-task.

· Excellent written and verbal skills.

· Familiarity with theatre (front-of-house) practices and customer service.

· Knowledge and proficiency with Mac OS and MS Office. 

· Familiarity with FileMakerPro.

