
Volunteer Job Description – Westview Theatre Parent Alliance

Title of Role: Ticketing Coordinator

Primary area of responsibility (list the area of oversight and general responsibilities of the role):

 Set up and manage events in the Vendini online ticketing system.

 Manage the box office and volunteers for ticket sales during theatre performances.

 Interface with the school Finance office, reserve cash boxes, settle cash boxes after

events.

Approximate hours per month spent on this role:

1-2 hours per month when there are no events scheduled, up to 5-10 hours during event runs.

List any specific timelines/deadlines/requirements associated with this role:

 Events must be entered into Vendini at least 30 days prior to the event.

 Purchase paper and print paper tickets for every show (template available).

 Work with Volunteer Coordinator to ensure adequate volunteers for box office.

 Be prepared to man the box office for every event, or schedule an Alliance member to

cover.

 Cash boxes reserved at least one week ahead of time for events and lunch ticket sales.

 Resolve periodic problems with ticket purchasers (confirmations, reschedules, etc).

Most important thing to keep in mind related to this role:

You are the main conduit between theatre attendees and the show.  I try to be as pleasant and as

accommodating as possible, quickly issuing refunds or exchanges, apologizing for any

inconveniences.  Many attendees rely on Vendini

Best thing about this role:

If you like working with technology, this is a good fit.  There are still features in Vendini that we

have not tapped into that can enhance our customer’s theatre-going experience that are worth

looking into.

Most challenging thing about this role:

Making sure that the box office is covered for every event.

Important contact information useful to anyone fulfilling this role:

Janet Waidelich, Westview Finance, jwaidelich@powayusd.com

Vendini Support, they are helpful and pleasant to work with.  They respond quickly to phone or



email.

Student producers, they are in charge of lunch sales.

Any additional information that will be helpful to someone taking on this role:


