
 
 
 
Job Title:  Assistant House Manager  
Department:  Alex Theatre 
Reports to:  House Manager 
Subordinates:  N/A 
FLSA Status:  Non-Exempt 
Hourly Rates:  $10.00 per hour 
Classification:  On-Call 
 
 
Position Summary: 
 
The Assistant House Manager will assist the House Manger with any responsibilities or 
problems pertaining to Front-of-House. Primary functions include assisting patrons, and 
supervising the ushers and lobby during performances. 
 
Essential Functions and Responsibilities: 
 

• Checking in and supervising ushers. 
• Helping promoters with set-up and breakdown in the lobby and Forecourt. 
• Assisting patrons with seating conflicts and complaints. 
• Checking in and settling merchandise from promoters. 
• Typical shift includes 4-6 hours. 
• Other	  duties	  as	  assigned.	  (Including	  liaising	  with	  Back	  of	  House	  needs)	  
• Option to be scheduled extra shifts as a Concessions Attendant conditional on 

completion of a Food Handlers Guide. 
• Option to take on leadership role as House Manager on some evenings conditional upon 

completion of probationary period and performance review by supervisor.  
 
Job Requirements and Qualifications 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

 
• Preferably having theatre experience, but not required. 
• Ability to lift heavy items such as: tables, stanchions, etc. 
• Excellent customer service skills. 
• Ability to work in a fast pace environment. 
• Available to work weekday evenings, weekends, and some weekdays and holidays. 
• Other	  duties	  as	  assigned.	  (Including	  liaising	  with	  Back	  of	  House	  needs) 

 



Education and Experience 

 High School diploma or General Educational Development (GED) equivalency required. 
 Previous experience working with the public in a customer service environment. 
 Some supervisory experience preferred. 

 
 

Knowledge and Skills 

 Excellent communication and customer service skills. 
 Problem solving skills, including the ability to maintain composure under sometimes 

stressful environments. 
 The ability to work and communicate effectively with people of diverse cultural backgrounds. 
 Excellent customer service skills. 
 A team player who is able to work well with others. 
 Fluency in a second language is preferred but not required (Armenian and/or Spanish 

particularly desirable). 
 

Other 

 Must have the ability to work a flexible schedule, including evenings, weekends, and some 
holidays. 
 

Physical Demands: 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

While performing the duties of this job, the Assistant House Manager is regularly required to use 
hands to finger, handle, or feel; reach with hands and arms, talk and hear. The employee is 
frequently required to stand for long periods of time, climb and descend narrow stairs in dim 
lighting conditions, and to sit, stoop, stoop, kneel, or crouch. The employee must occasionally 
lift and/or move up to 25 pounds. Specific vision abilities required by this job include close 
vision, distance vision, color vision, and the ability to adjust focus and to see in dim lighting 
environments. The employee will regularly use a two-way radio handset or headset. 

Work Environment: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform essential functions. 

While performing the duties of this job, the Assistant House Manager is occasionally exposed to 
outside weather conditions. The noise level in the work environment is usually moderate, but is 
occasionally loud. 


