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Group Sales Coordinator 
Job Description 

 
 

 
 

The Group Sales Coordinator (GSC) is in charge of cultivating and maintaining relationships 
with groups and managing their orders for main stage performances at Virginia Stage.  
 
Hours of work: 

1. GSC will work in Group Sales fifteen (15) to twenty (20) hours a week during Monday 
through Friday, focusing exclusively on group sales. 

2. GSC will be eligible for additional evening and weekend box office hours if interested. 
       

GSC Job Description 
1. Track all group sales leads, and sales and revenue collected 
2. Manage and update group sales database  
3. Manage groups each season from initial proposal to close-of-sale, seating, and collection 

of payment 
4. Allocate, print, and mail all group tickets upon release from the ticket office 
5. Research, build, and maintain community partnerships for shared marketing 

opportunities  
6. Plan, coordinate, and oversee private receptions and events for group sales 
7. Build and maintain positive relationships with patrons for present and future sales 
8. Look for outlets to introduce organizations to group sales opportunities at VSC  
9. Work with House Manager to ensure support staff is in place for any backstage tours or 

reception needs for groups 
 

Box Office Associate Job Description 
1. Assisting patrons with all aspects of their ticket needs 
2. Providing pleasant, accurate, and expedient customer service for everyone entering the 

Box Office 
3. Representing Virginia Stage Company in a professional manner, both in appearance and 

attitude 
4. Assisting the Box Office Manager as needed 

 
Required Skills: 
Strong customer service skills 
Experience in outbound calling or sales preferred 
Ability to problem-solve 
Self-motivated individual, requiring minimal supervision 
Strong organizational and follow-through skills 
Ability to pick up new software skills (Tessitura experience a bonus)  
 
GSC further agrees to abide by the employee policies of Virginia Stage Company and to participate 
actively in achieving the mission of Virginia Stage as described in the Company’s Mission 
Statement. Either party may terminate this agreement upon the submission of two weeks’ notice. 

 
 Email resume and cover letter to kshapiro@vastage.org. 


