LOVE THE ARTS? Uork with ws!

NOW HIRING FOR SEPTEMBER
BOX OFFICE ASSISTANTS

The Isabel Bader Centre for the Performing Arts at Queen’s University is seeking enthusiastic casual staff
to join our team as Box Office (BO) Assistants for the 2026-2027 season (Sept. 1, 2026 - April 30, 2027)!

Rate of pay is $18.85/hour.

APPLICATION DEADLINE: THURSDAY AUGUST 13™ AT 11:59 PM

RESPONSIBILITIES

Box Office Assistants are responsible for...
e Acting as ambassadors for The Isabel
Completing ticket transactions
o Handling cash, Point of Sale (POS)
system, reconciling floats & reporting
Ensuring patron satisfaction through
knowledge of events & programming at
the Isabel
Offering excellent customer service
o Responding appropriately to patron
needs, addressing issues & inquiries
with professionalism & accuracy,
escalating when necessary
Occasional work as Merchandise
Attendants, who are responsible for...
o Managing the sales of the artists’
merchandise with accurate reporting
& cash management
o Offering excellent customer service Wy *’bf"’" “‘?' T
on behalf of the Isabel & the artist TP PP LIV TR
Completing opening & closing procedures
for Box Office & Merchandise sales
Contributing to the team dynamic
o Assisting coworkers & maintaining a
positive work environment
Assisting patrons needing First Aid & CPR
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QUALIFICATIONS REQUIREMENTS

1+ year of customer service experience Must be available for 3-6 shifts each month.
Strong problem-solving skills & proactive o Shift availability varies throughout season.
mindset o Shifts are typically 3-5 hours long.
Ability to work independently & as part of a team o Shifts are typically evenings & weekends.
in a fast-paced environment Must be available for mandatory training
Friendly, approachable & positive attitude September 12, 2026 from 8:30AM-3:00PM.
Passion for the arts & The Isabel’'s programming Uniforms are required & provided.
Excellent communication skills, attention to Successful applicants required to complete
detail & professionalism o First Aid & CPR certification (if uncertified)
Basic math skills © Queen’'s online training
Basic computer & internet proficiency Accessibility for Ontarians with

o e.g., timely email & scheduling responses Disabilities Act (AODA)
An Asset: Experience with Ticketing or Customer Payment Card Industry Data Security
Relationship Management (CRM) software Standard (PCI DSS)
Valid SIN through May 2027 (if applicable) Cybersecurity Education & Awareness

HOW TO APPLY

e Submit one PDF (maximum 2 pages) containing:
o Resume: Relevant work & volunteer experience.
o Cover Letter: briefly explain...
Why you want to work at The Isabel.
The skills, qualities & experience you would bring.
Whether you have First Aid & CPR certification (or are willing to get it).
Your general availability & any times you cannot work.
Whether you are legally authorized to work in Canada from Sept. 1, 2026 - Apr. 30, 2027.
Your contact information (phone number & email).
Submission
o Email your PDF to IsabelWork@queensu.ca
o Subject line: Box Office Assistant 26/27 - Your Name
e Important: Applications that do not follow these instructions will not be considered.

The Isabel thanks all applicants for their interest.
Only candidates considered for an interview will be contacted.

The University invites applications from all qualified individuals. Queen’s is committed to
employment equity and diversity in the workplace and welcomes applications from women,
racialized/visible minorities, Indigenous Peoples, persons with disabilities, and 2SLGBTOI+
persons. The University provides support in its recruitment processes to applicants with
disabilities, including accommodations that consider an applicant's accessibility needs.

Candidates requiring accommodation during the recruitment process are asked to contact
Rysia Andrade, Box Office Coordinator at IsabelWork@queensu.ca or 613 533 2424.
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