
Robert Smith 
Asst. Box Office Assistant

PERSONAL STATEMENT

Accomplished, determined, motivated, very out-going, works well in a team
orientated environment or by herself, does great under pressure, can multi-
task, has excessive customer service skills, remains calm in emergency 
situations.

WORK EXPERIENCE

Asst. Box Office Assistant
ABC Corporation -   April 2011 – March 2013 

Responsibilities:

 Consisted of cooking, cleaning, customer service, working on a cash 
register, and closing.

 Team leader and was able to successfully lead my shift.
 Promoted to Box Office Assistant.
 Required perfect customer service, quick computer/cash register skills 

while being efficient.
 Successfully taking care of angry customers, and passing the secrete 

shopper test.
 Received a People Pleasers Bonus.
 Resigned due to a lack of available hours.

Box Office Assistant
Delta Corporation -   2006 – 2011 

Responsibilities:

 Proficient with Theatre Manager system, Microsoft word, power point 
and excel Sell patron tickets, subscriptions, and general box office 
inquiries .

 In my experience of working here I have had to handle ticket orders and
various forms of payment such as cash and credit cards.

 Work with customers over the phone as well as in person and take care 
of any concerns they might have regarding billing, exchanges, etc.

 Provided customer service while selling tickets both in person and over 
the phone for all productions in the Kleist Theater.

 Developed and directed customer service initiatives to improve the 
customer experience, Identified opportunities to improve efficiency 
while .

 Processed ticket orders via phone and in-person Managed inbound 
phone calls.

 Responsible for taking reservations and ticket sales Maintain a high 
level of customer service.

Education

Certificate in Medical Coding Specialist - 2013(NWTC - Green Bay, 
WI)
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CONTACT DETAILS
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SKILLS

Technical Skills, 
Management.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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