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Manager of Accounting Activities
Updated: 8/29/2012
FLSA:  Exempt



Dept or Office: CFSB Center
Summary Description

Oversee the Box Office/Ticket Sales for CFSB events.
Responsibilities & Duties

· Reconciliation of e-print and oversight of transactions.
· Ensure event expenses post to correct org. codes.

· Reconciliation of P-card transactions.

· Reconciliation of ticket revenues to Ticketmaster reports.

· Preparation of payment and inter-account documents.

· Preparation of management reports (CFSB prepares reports for Accounting for the 990T return).

· Concessions costing worksheet per event.

· Prepares event reconciliations and settlements. 

Requirements – Education and experience
· Bachelor’s degree.
· Three to four years of experience in the event/public assembly facility industry.

· Overall knowledge of how special events (concerts) are run from an operations/booking standpoint.

· Familiarity with an event ticketing software system (i.e. Ticketmaster or other ticketing software is acceptable).


Preferred education and/or experience 

· Degree in Business preferred.

· Hands-on box office experience preferred.
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer
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