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CR1TA"
House Manager

Job Title: House Manager Hourly Rate: $20 - $24
Department: Patron Services Status: Non-Exempt, Part Time
Reports To: Patron Services Manager To Apply: Click Here

Music Theater Heritage (MTH) is an innovative and imaginative professional arts organization —
dedicated to the appreciation and historical understanding of the American Musical and its
contributions to our culture. MTH entertains and educates current and future generations, with
persistent focus on equity, diversity, and inclusion, for today’s performing talent and tomorrow’s
developing artists. MTH operates as a fully professional Equity Theater welcoming nearly
50,000 people annually to Crown Center. MTH houses three theatrical stages, production
facilities, studio space, and two public lobbies.

Job Summary: We are seeking a highly motivated, organized, and strategic individual to join
our organization as a House Manager. The House Manager is responsible for supervising all
aspects of the Front of House (FOH) operations before, during, and after every MTH musical
and Ruby Room Series performance. It is the responsibility of the House Manager to ensure an
exceptional Front of House experience is being provided to patrons of Music Theater Heritage
and Special Events in the MTH Theaters. This position oversees all of the Patron Services team
and volunteers during a performance.

Key Responsibilities:

Ensure excellent customer service; Provides an excellent patron experience.
Ensures smooth operation of both the lobby and audience seating area.

Maintains a clean and organized appearance of lobby and audience seating areas;
communicates with the Facilities Team about any issues.

e Oversee safety and well-being of patrons before, during, and immediately after the show.
Provide resources for patron needs and safety to comply with the Americans with
Disabilities Act (ADA).

Provides leadership in emergency situations.
Answer questions, listen to patron’s compliments and concerns, and make every patron
feel welcome.

e Supervising all FOH team members during shows (including box office staff and
volunteer ushers).

e Recruit and coordinate volunteer ushers for all performances.
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Communicate all pre and post performance Volunteer Usher duties during pre-show
Volunteer Orientation.

Coordinate with the Stage Manager about when to open/close the house during the
show.

Set up/prep FOH show equipment i.e. ticket scanners, programs, theatrical effects signs.
Monitor the Will Call line and assist the Box Office as needed.

Resolve conflicts with any patron issues and solve ticketing issues with assistants of Box
Office Staff.

Late seat patrons arriving after the show has begun.

Complete and distribute house reports for each performance.

Take out trash from the venue after all patrons have left.

Secure venues at the end of shift.

Qualifications:

Availability to work evenings and weekends for all (or nearly all) MTH musical and Ruby
Room Series performances.
o Approx. 5-6 hour shifts for 115 - 130 performances for the year.
o Average approx. 20 pers per week.
Previous experience in customer service, hospitality, or performing arts environments is
preferred.
Ability to problem solve in high pressure situations and fast paced environments.
Strong communication skills.
Strong leadership skills.
Outgoing, friendly, quick thinking, and solution oriented personality.
Computer literacy and familiarity with ticketing software (training will be provided).
Able to stand for long periods of time.
Able to lift up to 25 pounds.

How to apply:
If you are outgoing, self motivated and have a passion for theater arts and customer service, we
encourage you to apply. Send a resume and letter of interest to emilysanderlin@mthkc.com.
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