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JOB DESCRIPTION

Job Family: Athletics & Wellness
Job Function: Operations
Job Title: Associate AD Ticket Operations & Sales
Pay Band: 12
FLSA Status: Exempt
General Description (Purpose and Function):
The Associate AD for Ticket Operations & Sales will provide management and leadership for the Athletics Ticket Office and Sales staff. Oversee all phases of ticket operations and sales staff. Lead departmental efforts to increase ticket revenue for football, men’s basketball, women’s basketball and baseball, while also providing high quality customer service by responding promptly, efficiently, and thoroughly to all requests.
Primary Duties and Responsibilities:
1. Supervise staff and operations of the Ticket Office and Ticket Sales staffs ensuring customer service, revenue generation, segregation of duties, safeguarding of funds, accurate reporting and record keeping.

2. Responsible for ensuring that staffs are utilizing internal control procedures.

3. Responsible for all accounting aspects of Athletics Ticket Operations, including financial reporting, inventory control and reconciliation, daily deposits,  journaling, audit preparation, and record keeping.

4. Responsible for annual revenue projections for ticket sales and donations tied to football, men’s basketball, women’s basketball and baseball.

5. Ensuring that Athletic Ticket Operations is submitting all necessary reports and requests to the Athletic Business Office and Internal Audit in a timely manner.

6. Serve as the liaison between the Ticket Office, Ticket Sales and other Athletics and University departments.

7. Responsible for all financial data related to ticket revenues, game settlement statements, and audits for all athletic events. Responsible for ACC and post season settlement reports. Provide ticket sales and attendance reports to Senior Associate AD for Communications, Marketing & Sales and other reports as requested.

8. Coordinate priority seating guidelines for donors in conjunction with the Senior Associate AD for Communications, Marketing and Sales, Associate AD for Develop and the Director of Athletics. 
9. Responsible for functional knowledge and implementation of the Ticketmaster’s Archtics computer system software. 
10. Responsible for ticket operations & sales budget and ensure appropriate use of resources.
11. Responsible for weekly training, and supervision of ticket sales staff as well as development of 
continuing education program for sales staff in areas of customer service and effective 
sales methods.
12. Responsible for lead generation, list development, strategic planning and statistical analysis for the ticket sales staff.
13. Oversight of Customer Relationship Management (CRM) software, insuring appropriate usage and collaboration between all external units.
14. Responsible for maintaining compliance with NCAA, ACC, institutional and departmental policy and procedures.

15. Dually Reports to the Deputy AD for all Ticket Operation matters and to the Senior Associate AD for Communications, Marketing, and Sales for all Ticket Sales matters.

16. Other duties as assigned.
Minimum qualifications
· Bachelor's degree required, Master's degree is preferred. 
· Five years of experience working in collegiate athletics. 
· Candidates must have working knowledge of Archtics (Ticketmaster) ticketing system.
Job descriptions are not intended, and should not be construed to be an exhaustive lists of all responsibilities, skills, and efforts or working conditions associated with a job. Management reserves the right to revise duties as needed.


