
Position Description 
Job Title:  Patron Manager
Reports to:  Marketing Director
FLSA Status: Full Time, exempt

Background 

Zeiders American Dream Theater, known as The Z, is a professional, non-profit performing 
arts company whose mission is to provide a wide range of highly entertaining artistic experi-
ences to the community by fostering and introducing new works and exceptionally gifted 
artists in all areas of the performing arts. The Z is a community hub for celebrating creative 
growth and entertainment. With intimate performance spaces and unique programming that 
generates an exciting connection between the performer and the audience, The Z inspires 
audiences and performers to tap into their own creative spark, unleash their dreams, and 
achieve their full potential.

The Z is gearing up for the opening of our permanent home in the center of Town Center in 
October of 2018.  This 17,000 sf facility will include a 310-seat Main Stage and black box 
Studio Theater, audio recording studio, lobbies, and offices.  Both theaters will provide an in-
timate setting that creates an exciting connection between the performer and the audience.  
The facility, which is being built entirely with Zeiders American Dream Theater funds, is part 
of a public private project that includes retail stores, restaurant, apartments, public plaza, 
monumental staircase, and a bridge to a free public parking garage.   

In the interim, The Z operates from an 1,800 square foot temporary cabaret-style theater in 
Town Center, which seats approximately 70 patrons. Programming began in this space in Oc-
tober of 2015 and will continue with weekly events through June 2018, when the move to the 
permanent home begins.    

The Z is looking for a Patron Manager who shares our vision and embraces an opportunity to 
be an integral part of our formative process.    

Summary 
The Patron Manager is a key player in establishing The Z as a welcoming community hub, as 
the primary point of contact for patrons. They manage all front of house operations, which 
includes the box office and concessions, part time staff and volunteers. The Patron Manager 
is responsible for ensuring that current and new Zeiders American Dream Theater patrons 



have an enjoyable experience while purchasing tickets and attending programs at The Z. 
They work alongside development and marketing departments in the management and main-
tenance of box office and concessions operations, functionality, accountability, and customer 
relations. The successful candidate will be passionate about creating patron experiences, 
hospitality, and The Z’s mission.

Essential Duties and Responsibilities 
• Manage all ticketing for The Z ensuring effective communications to all internal and ex-

ternal parties regarding cancellations and performance updates.
• Oversee and manage all box office systems including ticketing software/printers, clerical 

services, telephones and reports. 
• Develop and ensure adherence to all box office policies and procedures.
• Coordinate with arts partners and rental clients regarding the sale and/or acquisition of 

their tickets according to each contract. 
• Maintain and enter ticket sales information in company database. Prepare daily/weekly 

ticketing reports, cash, and credit card deposits and other accounting records. Generate 
specialized reports, records, and statistical data for other departments.

• Establish and maintain a welcoming environment for patrons in the box office, lobby, and 
front of house areas. Serve as a liaison to donors, subscribers, single ticket buyers, and 
members of the general public. Answer questions, listen to, and follow up on patrons' 
compliments, complaints, concerns. 

• Provide helpful information, including suggestions for events, performances, price op-
tions, parking options, directions, restaurants, access for patrons with disabilities, and any 
other service provided by The Z. 

• Interface with Director of Development to provide excellent experiences for donors and 
board members. 

• Communicate with Director of Marketing to maintain a high level of audience loyalty and 
satisfaction of overall audience experience - from advertising to ticket purchase through 
completion of the show or event. 

• Open and close the facility and serve as House Manager regularly at events, in rotation 
with other staff. 

• Oversight and scheduling of Front of House part time staff, including box office and con-
cessions, for all events and rentals

• Volunteer management, including recruitment, training, supervision, retention, and 
scheduling for all Front of House volunteers. 

• Ordering and stocking of concessions and box office supplies. Upkeep and maintenance 
of those areas.   

• Execute other duties as assigned by the management.

Supervisory Responsibilities   
• Train, schedule, and supervise front of house staff
• Recruit, train, schedule, and supervise front of house volunteers
• Vendor relationship management for concessions and box office

Education and/or Experience Qualifications 
• 2-5 years of customer relations experience is necessary
• Previous ticketing experience preferable



• Management experience in a fast-paced customer service atmosphere
• The ability to handle stressful situations calmly, rationally and tactfully
• Excellent communication, problem-solving and organizational skills 
• Computer literate in Microsoft Office, Word, and Excel.
• Evening and weekend availability, year-round
• Interest in not-for-profit, theater and/or entertainment industries
• Additional experience in special event management a plus 

Applicants should email current resume and letter of interest to James Bryan, Market-
ing Director at JamesBryan@AmericanDreamTheater.org.  

The Z is an equal opportunity employer committed to fostering and supporting an inclusive 
arts community and as such does not discriminate in any manner on the grounds of race, 
color, religion, sex, age, national origin, disability, or any other protected characteristic as 
established by law and further actively seeks opportunities to diversify our staff. The Z 
strongly encourages candidates of diverse backgrounds to apply. 
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