POSITION DESCRIPTION:

PATRON SERVICES MANAGER



March 2024

Marin Shakespeare Company (MSC) is an award-winning theatre located just north of San Francisco in San Rafael, California, the county seat of Marin County, traditional home of the Coast Miwok people. Year-round programming includes a robust schedule of events - performance, rentals, workshops, education programs - at our 165-seat indoor theater at 514 Fourth Street in San Rafael and our summer season at both our 514 space and Forest Meadows Amphitheatre on the campus of Dominican University. 

Our organization is committed to the people. Dedicated to the implementation of Social Justice in all aspects of our infrastructure, we are constantly reevaluating how to best serve the artists and audiences that make up our community. More directly, our justice work focuses on providing arts resources in California State Prisons and for system-impacted youth.  

We are seeking a Patron Services Manager to construct, manage, and facilitate patron-focused duties, working as a key part of our small staff. This position could be either full-time or part-time.

EXPERIENCE AND QUALIFICATIONS 

The ideal candidate will have experience working in theatre; be extremely well organized,; be able to recruit, train, and oversee part-time staff; have great interpersonal skills when working with audience members and others; and be able to work effectively as part of a team. The candidate must be self-motivated, and available to work hours as needed, which will include evenings and weekends. Additionally, the ideal candidate will be dedicated to the ongoing work of building a diverse, inclusive, welcoming environment at both of our venues. Marin Shakespeare Company is committed to anti-racism in all of our work, and to being an inclusive and just organization.    

SPECIFIC DUTIES

HOUSE MANAGEMENT

1. Develop and maintain job duty descriptions for all of the Front-of-House positions, in doing so, be personally trained in the specifics of each position, and be available to substitute as necessary.

2. Recruit, train, and facilitate Front-of-House staff including House Managers and Concessions staff, for both MSC and Partner events at both venues.

3. Volunteer Management: Create and facilitate an usher program that will include community volunteers, artistic associates, and staff.

4. Develop and deliver Front-of-House tracking reports including tracking hours worked by each employee, and daily sales and head counts per event.

5. Oversee Concessions at both venues, including menus, restocking, and ensuring MSC meets all County Health requirements. Concessions include food and drink sales, gift sales, and sales of MSC collateral such as T-shirts and sweatshirts.

6. Complete online Food Manager Certification (County of Marin Public Health).

7. Curate the pre-show experience at both venues, including signage, performance specific experiences, decor, and cleanliness.
BOX OFFICE

1. Run our ticketing software (PurplePass). Train and build expertise on our PurplePass software. Create events, subscriptions, and series. Be the MSC point person for patron inquiries.

2. Generate Box Office Reports.

3. Generate and provide ticketing links, promo codes, and other box office needs, as requested, to staff.

4. Develop and maintain job duty descriptions for all in-person Box Office positions, in doing so, be personally trained in the specifics of each position, and be available to substitute as necessary.

5. Recruit, train, and facilitate in-person Box Office staff for both MSC and Partner events at both venues.

EVENTS & PUBLIC RELATIONS
1. Manage small company events which will include: First rehearsal community events, Tech Rehearsal meals twice per MSC production, and Opening Night and Closing Night parties for MSC productions.
2. Assist with Public Relations communications and relationships.
3. Manage Donor/Board Luncheons several times per year.
4. Assist with large company events such as the annual Gala.
5. Attend weekly staff meetings Mondays 10:30 – 11:30 am.
6. Attend an annual Board/Staff retreat and participate in strategic planning.

COMPENSATION AND BENEFITS

This is a new, full-time exempt position, with health insurance and a generous vacation policy.  Salary is approximately $64,000/year.
APPLICATION:

Email cover letter and resume as soon as possible to:

Lesley Schisgall Currier, Managing Director

Marin Shakespeare Company

P. O. Box 4053

San Rafael, CA  94913

email: lesley@marinShakespeare.org
www.marinShakespeare.org
Marin Shakespeare Company is an Equal Opportunity Employer.  
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