SOUTH FLORIDA

SYMPHONY

O R CHE S TR A

Sebrina Maria Alfonso, Music Director

Job Title: Patron Services & Office Assistant
Reports To: Director of Marketing
Job Type: Full-Time, Exempt

Position Overview:

The Patron Services & Office Assistant, serves as the first point of contact for patrons of
the Symphony and oversees all aspects of ticketing operations for the South Florida
Symphony Orchestra, plays a key role in supporting fundraising and donor engagement,
while ensuring an exceptional patron experience. This role is responsible for handling
ticket sales, maintaining the ticketing system, and working with marketing and
development to support audience engagement, and donor communications. Thisis anin-
office position.

The ideal candidate will be enthusiastic about the performing arts, possess strong
communication skills, and have a customer-centric mindset. The candidate will thrive in a
fast-paced environment, demonstrate exceptional attention to detail, and possess the
ability to handle multiple priorities, anticipate needs, take initiative, and adapt quickly to
changing circumstances while maintaining the highest standards of professionalism.

Key Responsibilities:

e Ticketing Operations: Manage all aspects of ticket sales, including subscriptions,
single tickets, group sales, and special promotions. Maintain and optimize the
ticketing system (e.g., TIX, or similar).

o Customer Service: Provide outstanding customer service by assisting
patrons with ticket purchases, exchanges, refunds, and general inquiries.
Resolve customer concerns professionally and efficiently.

o Revenue Management: Implement pricing strategies, discounts, and
promotions in collaboration with the Director of Marketing to maximize ticket
sales and donor engagement.



o Collaboration: Work closely with marketing to execute ticket promotions
and the development team to facilitate donor ticketing benefits as
necessary. Coordinate with front-of-house staff to ensure smooth event
operations.

e Development Operations

o Assistinthe management and maintenance of the donor database, ensuring
accurate and up-to-date records.

o Process donations and prepare acknowledgment letters and tax receiptsina
timely manner.

o Coordinate donor correspondence, including invitations, newsletters, and
annual fund appeals.

o Support the planning and execution of fundraising campaigns, including
direct mail, online giving, and major gift initiatives.

o Assistwith special events such as donor receptions, galas, and exclusive
concerts by coordinating logistics, guest lists, and follow-up
communication.

o Provide administrative support to the Development Department, including
scheduling meetings, preparing materials, and handling inquiries.

e Technology & System Maintenance: Manage and update ticketing software,
troubleshoot system issues, and recommend technology improvements to enhance
efficiency.

Qualifications:

e Bachelor’s degree in arts administration, business, marketing, or a related field (or
equivalent experience).

e Minimum of 3 years of experience in customer service, box office, ticketing
operations, or a related field, preferably in a performing arts or nonprofit
environment.

e 1-2years of experience in development, fundraising, event planning, or
administrative support, preferably in a nonprofit or arts organization.

e Ability to initiate and build relationships with customers and interact via telephone
and in person.

e Dedication towards Same Call Resolution and ability to de-escalate conflict.

e Proficiency in all Microsoft 365 applications, ticketing software, or CRM systems.

e Excellent organizational, problem-solving, and communication skills.



e Ability to work evenings and weekends (occasionally) as required for performances
and events.

e Experience handling financial transactions and maintaining accurate records.
Preferred Qualifications:

e Knowledge of classical music and/or the performing arts sector.
e Experience working with a nonprofit organization.

e Familiarity with ADA and accessibility considerations for ticketing and patron
services.

Compensation & Benefits:

e Competitive Salary $45,000 to $50,000 based on experience
e Health Care stipend
e 401K plan available

Application:

Please send your resume and a cover letter explaining your interest in the position to:
sdanis@southfloridasymphony.org. Review of candidates will begin immediately.
Application deadline is August 7, 2026.

No phone calls, please.
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