
Box Office/Office Manager Job Description/Posting: 
 

Portland Revels is seeking a part time, temporary Box Office/Office Manager for support during 
our 2022 Midwinter Revels production (performing December 16th, 17th and 18th at the 
Newmark Theatre) and Children’s Revels production (performing December 29th and 30th at the 
Brunish Theatre).  Duties include: Managing box office phone and email; responding to patron 
communication and questions; processing ticket purchases, refunds and exchanges; processing 
donations; running box office reports; managing in-person box office prior to each 
performance; various administrative tasks as directed by the Executive Director. 
 
Possibility to move to permanent hire in 2023 if amenable to both parties. 
 
Start Date: Between September 7th and 12th 
End Date: January 6th, 2023 
 
Sept 12-Nov 25th: 20 hours per week 
Nov 28th-Dec 9th: 25 hours per week 
Dec 12th-Dec 18th: 30-35 hours  
Dec 19th-Jan 6th: 20 hours per week 
 
Pay: $20/hour 
Hours: A consistent 4 hour block of time M-F during working hours.  Some flexibility available 
to accommodate the individual hired.  When position moves to 25 hours per week, additional 
hours will be used where needed.  In-person box office will require one weekend of evening 
and weekend hours.  When position moves to 15 hours per week, there will be some flexibility 
in when those hours are worked. 
 
Position is primarily remote.  However, the position will staff the box office in person at the 
theatre prior to performances on December 16th, 17th, 18th, 29th and 30th.   
 
We are looking for someone with administrative experience, strong customer service skills and 
the ability to manage themselves in a remote work environment.  Access to a strong internet 
connection is required.  Good time management and clear communication are 
critical.  Experience with ticketing systems, especially Artspeople, is a plus but is not required. 
 
Submit a resume with relevant experience to info@portlandrevels.org. 
Position open until filled. 
Contact lauren@portlandrevels.org if you are interested or have any questions! 
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