
 

 
Title:   Lead Ticket Agent 

 
Reports to: Ticket Operations Manager, Director of Ticketing 

 
Location: Charleston, South Carolina 
 

Hours: Full time, Hourly, Schedule may vary 
Overtime, weekends, and evenings may be required  

 
Organization Background 

The Charleston Gaillard Center is an 1,800-seat performance hall located in 

Charleston, South Carolina. The newly constructed facility also contains 16,000 

square feet of exhibit and meeting space, along with office and public spaces. The 

Charleston Gaillard Management Corporation is a non-profit 501c3 organization 

responsible for managing the facility.   

The Gaillard Center's mission is to provide the Lowcountry with a world-class 

performance hall, elegant venue space, and vibrant educational opportunities 

inspiring our dynamic community through the power of the performing arts. We 

seek to enrich the diverse community of Charleston with artistic and cultural 

experiences that are accessible and unique, and to serve as an education resource 

for generations to come.  For more information about the Charleston Gaillard 

Center, please visit http://www.gaillardcenter.org. 

 
Position Summary 

The Lead Ticket Agent works at the ticket office located in the Gaillard Center using 
a computer and in-person interactions to provide customer service to patrons, 
resident companies, and Gaillard Center staff. Responsibilities include handling all 

aspects of the sale of single tickets, the execution of the season subscription sales 
process, answering and returning phone calls, assisting patrons, handling cash and 
processing credit card payments, supporting several aspects of the ticket sales 

cycle, and the recruitment and supervision of seasonal, part-time Ticket Office 
Interns.  

Essential Functions and Responsibilities 

 Mastery of SR04 Ticketing System 
 Delivery of high-quality customer service at all times, which includes all 

patron and donor inquiries regarding ticket needs, complaints, or other 

issues 
 Handling all aspects of ticket sales and subscriptions packages  
 Answering incoming calls and returning missed phone calls 

 Assisting patrons over the phone and in-person, as well as handling customer 
e-mail inquiries 

http://www.gaillardcenter.org/


 

 Compliance with a system of financial controls, including cash and credit card 
handling procedures  

 Collaboration with Ticket Operations Manager, Director of Ticketing, and 
programming or other related staff to help determine ticket prices, seating 

allocations, sales cycles and roll-outs, information to appear on printed 
tickets, and more 

 Oversight of season/series process from initial patron renewal and/or 

execution of new orders 
 Maintaining a working knowledge of upcoming shows and programs, with an 

emphasis on subscription, single ticket, and group sales for all Gaillard 
Center events. 

 Maintain an exceptionally positive and productive relationship with the 

Gaillard Center’s staff, its patrons, ushers, and resident organizations  
 Recruit, train and supervise seasonal, part-time ticket office interns 

 Other duties as assigned 

Required Education/Experience 

 Bachelor’s Degree preferred or equivalent experience 
 Prior work in performance venue with Ticket Office knowledge preferred 

 Advanced experience in computerized ticketing 
 Computer literacy in MS Office, including Word, Excel, Outlook, and Internet 

research skills 

 Experience and appreciation of performing arts preferred 

Required Knowledge/Skills 

 A great deal of inter-personal communication, customer service, and 
charisma 

 Ability to work well as part of a team as well as independently, displaying 
both leadership and efficient collaboration 

 Ability to prioritize and perform multiple tasks simultaneously with minimal 
supervision 

 Advanced customer service experience with a friendly demeanor  

 Demonstration of a willingness to work both independently and as part of a 
team 

 Ability to maintain confidentiality and exercise of good judgement  
 Knowledge of the Charleston area a preferred plus 
 Professional business appearance and phone demeanor 

 Superior verbal communication skills 
 Superior organization and attention to detail 

 Ability to work a flexible schedule as required, including nights and weekends 
 Demonstrated ability to work with patience, diligence, and confidence, and 

ability to handle stressful and difficult situations 

Pre-Employment Requirements 
 

 Must submit to a criminal background check 



 

 
Physical Requirements 

 
 Work is accomplished in an office or in a cubicle space equipped with a 

telephone and computer 
 Work may include prolonged periods of sitting, typing, or looking at a 

computer screen 
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