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 Front of House Manager Job Description 
Lyric Arts Company of Anoka, Inc. 

Reports To General Manager 

Employment Status Part-Time, Hourly 

Job Classification Non-Exempt 

Supervises Front of House Volunteers 

Position Summary The Front of House Manager supports the mission and vision of Lyric Arts by providing 
exceptional guest service and creating a positive environment for Lyric Arts’ ticket 
holders at theater performances, concerts, and other events. 

The Front of House Manager is a primary point of contact for Lyric Arts’ guests and stakeholders. 

Primary Responsibilities: 

 Manage the box office, lobby, and auditorium space during performances. 

 Provide excellent guest service to patrons in person and over the phone. 

 Supervise and manage front of house volunteers including ushers, bartenders, concessions workers and 

box office assistants. 

 Collaborate with stage management to keep every performance on schedule. 

 Prepare nightly cash and check deposits with accurate accounting information. 

 Sell tickets, gift certificates, and other products. 

 Promptly return box office voicemails. 

 Resolve guest or ticketing issues. 

 Submit detailed show reports after each performance. 

 Reliably open the building, lobby, and box office on-time before each performance. 

 Cultivate audience through excellent communication and building authentic relationships. 

 Process tax-deductible donations for ticket donations and generate accurate acknowledgements. 

 Maintain a clean and organized box office and lobby. 

 Manage or support rentals, fundraisers, and other events as scheduled. 

 Complete other administrative tasks as requested. 

 Support the artistic vision and mission of the theater. 

 Attend meetings as requested. 
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Working Hours and Schedule 
This part-time position is hourly and varies depending on performance schedules. Evening and weekend 

availability is required. 

 

The statements contained herein reflect the principal function and most significant duties of the job, but 

should not be considered to be an all-inclusive listing of work requirements. Individuals may perform other 

duties as assigned, including work in other areas to cover absences or relief to equalize peak work periods or 

otherwise balance the workload. 

Experience, Skills, and Abilities: 

 High School Diploma required. Bachelor’s Degree preferred. 

 Experience in non-profit admininstration and customer service a plus. 

 Interest in the performing arts and and understanding of the theatrical production process are helpful. 

 Excellent communication skills. 

 Strong interpersonal skills and the ability to work with a diverse range of people. 

 Ability to successfully manage multiple priorities in sometimes high-stress situations. 

 Ability to deal with information in a confidential manner and respond with sensitivity. 

 Good organizational skills and the ability to manage a variety of tasks. 

 Excellent admininstrative skills and an ability to maintain records and produce clear written and oral 

reports. 

 A flexible and non-judgemental approach to people and work. 

 Willingness to learn and adapt to new responsibilities. 

 Creative and proactive problem solver. 

 Must take initiative, be self-motivated, and be an independent, accountable, and dependable 

performer. 

 Must have the ability and willingness to adjust hours to accommodate the needs of the job. 

 Ability to work in an unstructured environment with frequent interruptions. 

 Strong command and knowledge of Microsoft Office and ease in adaptation to new technology. 

 Must be able to lift 50 pounds. 
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Minimum Mental, Physical, and Sensory Requirements 
 

 Frequency with which activity may have to be 
performed during a typical workday 

 
Never Occasionally Often 

Very 
Frequently 

Mental Activity     

Reading, Spelling, etc.    X 

Math, Numerical Ordering    X 

Problem Solving    X 

Confidentiality    X 

Detailed Work    X 

Handling Difficult Situations    X 

Reasoning    X 

Verbal Communication    X 

Customer Contact    X 

Constant Interruptions    X 

Physical Tasks     

Standing    X 

Sitting    X 

Walking   X  

Bending   X  

Pushing   X  

Pulling   X  

Climbing (Stairs/Ladders)   X  

Reaching  X   

Lifting  X   

Carrying  X   

Grasping  X   

Repetitive Motions (Keyboarding)  X   

Sensory Activity     

Sight    X 

Hearing    X 

Talking    X 

Smell  X   

Touch    X 

Driving (other than commuting to and from work)  X   
 

 


