USS MISSOURI MEMORIAL ASSOCIATION

POSITION DESCRIPTION

Position Title:
Ticketing & Reservations Sales Associate
Reports to:

Ticketing & Reservations Supervisor
Department:

Marketing/Ticketing & Reservations
Primary responsibilities:  Reservation & Ticketing Associate: Position is responsible for increasing revenue through ticket/audio guide sales and reservations to support the USS Missouri Memorial Association, Inc.
Primary duties:

RESERVATIONS & TICKETING:






1. Must be able to complete accurate sales transactions utilizing one or all of the following:  Cash register, computer, calculator, credit /debit machine


2. Accurately ring up sales and provide change (if necessary) to customers.

3. Process sales transactions for admissions, tour upgrades and audio guide units.
4. Accurately record and total daily sales from ticketing and audio guide units. Make sure assigned promotion codes are input for accuracy.
5. Maintain a complete and accurate account of all reservations, which include faxes/phone call follow-ups to complete any special manifest requirements .ie. meals, guide resources, access etc.
6. Processing all vouchers and tour group bookings to ensure payment is made

7. Turn in daily revenue monies to management; making sure there is correct change/bank for next day cashier.
8. Update and e-mail daily flash report and forward to distribution list.






9. Printing necessary reports for daily sales to assist accounting and/or any other Department requests/requirements.


10. Consistently turning in all vouchers to appropriate office for processing.


11. Maintaining an accurate and orderly filing system for all reports, faxes & manifests.


AUDIO:






12. Process issuance and returns of audio guide units in prompt and friendly manner.
13. Report any damaged and/or lost audio units to supervisor for repair/replacement.

14. Updating and faxing weekly audio guide report to Acoustiguide office.

15. Use walkie talkie to communicate with Operations Staff all necessary and applicable information






16. Support department on an as needed and time permitting basis as directed by management






Working Conditions: Most of the time the position is working with equipment typical in an office environment
Schedule:  PT and FT positions, possible weekends and holidays
Education, Experience and Skill requirements:  Minimum: One year certificate from college or technical school; or three to six months related experience and/or training; or equivalent combination of education and experience.

Preferred:  Associate's degree (A.A.) or equivalent from two-year college or technical school; or six months to one year related experience and/or training; or equivalent combination of education and experience.

Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.

Ability to add, subtract , multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.

Personable, approachable and utilizes basic people skills. Clear, effective, speaking and listening skills to communicate with customers regarding questions and information requests.

Basic proficiency in Microsoft Windows
Physical requirements:  
Over 2/3 of the time is spent…

· Sitting using arms, hands and fingers to answer phone calls & perform computer tasks

· Talking and listening to customers

· Calculating sales and returning change using a computer/cash register

· Reaching/stretching to return change through window opening 

· Bending to distribute and return Audio units

Less than 1/3 of the time is spent…

· Lifting up to 50 lbs -any packages/boxes that are excessively heavy may require assistance of another person

· Climbing stairs into and out of office 

· Bending to file/retrieve paperwork

Vision requirements for this position are:

· Close vision (clear vision at 20 inches or less)

· Distance vision (clear vision at 20 feet or more)

· Color vision (ability to identify and distinguish colors)

· Peripheral vision (ability to observe an area that can be seen up and down or to the left and right while eyes are fixed on a given point)

· Depth perception (three-dimensional vision, ability to judge distances and spatial relationships)

· Processing of monetary transactions and exchange of money requires visual accuracy to differentiate monetary denominations

