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Centennial Hall Office Manager

The Centennial Hall Office Manager oversees customer service in the Hall and has administrative duties that include shared JACC work. This person performs complex duties requiring strong organizations skills, good judgment, and an ability to work independently. Responsibilities include: 
· Welcome the public and provide information in person, on phone, via email, through building signage. Field queries and assist in keeping customers satisfied. 

· Receive and enter facility reservations, prepare contracts and bills, maintain client files, and prepare reports on facility usage. 

· Manage mail and correspondence, do daily bookkeeping, handle petty cash, maintain files including personnel, purchasing, user history. Order and stock office supplies and keep the reception area clean and efficient. 

· Communications – Update bulletin boards with event schedules, help to keep social media current, working closely with Council Marketing/Development and Travel Juneau on marketing and public relations for the Hall. 

· Participate with Hall Manager, Travel Juneau, and the Council in developing rentals, creating client database, and assisting with sales. 

· Manages the Box Office. 

· Handles bookkeeping for the Council, all operations. 

This person reports to the Juneau Arts and Humanities Council Executive Director. 

General areas of focus are:

Front Office 
· Develop office procedures to ensure smooth operations in Centennial Hall. 

· Conduct daily business –interacts with the public, answers phones and general email, keep supplies on hand, and the reception area tidy, organized and welcoming. Work closely with CH Shop manager to provide services to patrons. Provides hospitality for patrons. 

· Post daily events schedule and checks to be sure the room work orders are up to date and posted for the coming week. Keeps public displays and bulletin boards up to date. 

· Manage the Box Office for both the Council and the Hall– follows the procedure to set up tickets, calendar events, sell tickets, prepare sales reports for payments. Maintains box office records. 

· Manage mail and correspondence. 

· Contributes to fiscal success of the operation through attention to budget, suggestions for cost savings, cost comparisons.
Bookkeeping/Accounts

· Set up POS system for the Hall and integrates it with the Council’s system. 

· Enter daily sales, prepares deposits, maintains sales reports and files, for both facilities. 

· Maintain CH Petty Cash. 

· Prepare checks for signatures after approval by House Managers.  

· Reconcile accounts monthly.  

Marketing/Media Relations/Communications

· Maintain the event calendar; work closely with Travel Juneau to keep their events calendar complete, and with the Marketing/Development and Shop manager to promote activities and programs on the campus. Collaborate with the Council marketing efforts and calendar manager. 

· Update social media, update bulletin boards, post daily events schedule for public. 

· Update the electronic billboard regularly to engage public interest. 
Facility Rentals:

· Prepare the contracts and bills for renters. Collect information from the Event personnel about any add-on charges for bills. 

· Keep lists of approved caterers. 

· Maintain client files with insurance and other documents. 

· Work closely with the House Manager, Technical Manager, and Travel Juneau on rental and use of the facility. Prepare reports on facility use. Keep database of clients, and track repeat users. 
Successful applicant will have: 

· Bookkeeping experience. 

· Strong organizational skills. 

· Customer service experience, and ability to works with all kinds of people in all kinds of situations: Calm under fire. 

· Creative, attentive to details. 

· Able to use Excel, Word, Google Calendar, Quickbooks online, and adept at computer programs of all sorts. A tool user. 

· Ability to work independently and to use good judgment in decision-making. 
About the job:

· This is an hourly position (and may become salaried), and the pay depends on experience and the set of responsibilities assumed. 
· Employment is at-will, and is subject to a two-month probationary period. Leave time of 1.5 days/month accrues after the first two months. Seven paid holidays + two personal days for full time employment. 
· Hours are usually 9 – 5 Monday through Friday, and may be tailored to meet personal needs as much as possible. Some weekends and evenings will be required. 

· Eligible for a Qualified Small Employer Health Reimbursement plan (still being established) in August. 

· Eligible for a retirement benefit (still being established) in August. 
