
 

	
 

POSITION AVAILABLE: 
 

BOX OFFICE / ADMIN 
 

Odyssey Theatre is celebrating its 32nd season as the region’s premiere professional open-air theatre.  
We produce award-winning mask and movement-based work and perform in Ottawa’s Strathcona Park.  
 

We are now hiring a Community/Box Office Co-ordinator and are looking for a student who is 
currently enrolled in a secondary or post-secondary institution and is returning to school on full-time 
basis in the fall. The successful candidate will oversee box office ticket sales for our summer production 
and assist with office administration and special projects. Reporting to the General Manager, they will 
work from Odyssey’s office at Arts Court, at 2 Daly Avenue in downtown Ottawa. The successful 
candidate will be required to work 35 hours and 6 days a week – Tuesday to Sunday 12:00pm to 6:30pm 
(except the 1st week and last week which are Monday to Friday - 10am to 5:30pm). 
 

This seven-week summer position will begin on July 10th and end on 
August 25th, 2017 at a weekly salary of $399 per week.  

 

The successful candidate wil l  have responsibil ity for the following tasks: 
• Making advance ticket sales; (either by telephone or by on-site purchase at the Office) 
• Updating mailing list; 
• Making cold-calls to notify patrons of our coming season; 
• Delivering daily box office reports to the theatre; 
• Assisting with special projects; 
• Preparing thank-you letters for volunteers; and  
• Assisting the General Manager with administrative duties, as required. 

 

The successful candidate must have:  
• Careful attention to detail;  
• Very strong organizational skills;  
• Excellent communication skills in English, (both written and verbal);  
• Intermediate computer skills using a MAC computer (Microsoft Word, Excel); 
• Ability to show initiative; and, 
• Ability to work independently.  

 

Experience with customer service, handling money and credit card transactions is an asset. 
 

Please submit a cover letter and resume by May 25, 2017 to: 
 

James Richardson, General Manager 
Odyssey Theatre, 2 Daly Ave, Ottawa, ON, K1N 6E2 
Or: 
info@odysseytheatre.ca 
 

@OdysseyTheatre, odysseytheatre.ca  


