
 

 

 

CUSTOMER SERVICE CENTER & ADMISSIONS REPRESENTATIVE 
Temporary Position for Yves Saint Laurent: The Perfection of Style 
September 12, 2016 – January 10, 2017  

 
 
OVERVIEW: Provide exemplary customer service to SAM members, donors, ticket buyers, 

visitors and the general public over the phone, through email and on-site. 
Perform all the Admissions Representative duties as outlined in the 
accompanying job description. 

  
FLSA STATUS: Non-exempt 
  
PAY:   $12/hour; $13 starting January 1, 2017 
 
REPORTS TO:  Admissions Assistant Manager  
 
ESSENTIAL FUNCTIONS: 
 

1. Customer Service:  Maintain a high level of professionalism and be a customer service 
model for the staff and visitors.  Be able to handle complex customer service issues as they 
arise.   

2. Admission Representative Duties:  Be cross-trained on Admissions Representative duties 
and be able to work at the Ticketing Desk. 

3. Assist members, donors, and the general public with membership and general museum 
information by answering the Customer Service Center (CSC) phone line, help desk 
inquiries, and emails.  

4. Provide technical support via phone or email to visitors having issues ordering their tickets 
or accessing their online SAM accounts. Be familiar with SAM’s online ticketing system, 
Patron Edge. 

5. Sell Memberships and Tickets: Use Patron Edge ticketing software to sell memberships and 
reserve tickets by phone, help desk, and email. 

6. Use Raiser’s Edge, the museum’s donor database, to assist members with questions 
regarding their membership gifts and account record.  

7. Work the quarterly SAM Remix event. 

8. Perform other duties as assigned. 

 
QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. HS Diploma or the equivalent education / experience.  

2. 1+ year relevant customer-service driven work experience.   

3. Excellent customer service skills.  Ability to maintain a positive approach when dealing with 
difficult internal/external customers in a consistent, professional manner. 

4. Ability to learn and adapt quickly in a constantly changing environment. 

5. Excellent written and oral communication skills.   



 

 

6. Demonstrated proficiency with and accuracy in using MS Office products, including Word, 
Excel, Access and other software programs.  Ability to learn the museum’s database and 
ticketing and membership software systems is essential. 

7. Strong general math skills, including the ability to handle cash-related transactions 
accurately and ethically. 

8. Ability to take initiative and prioritize multiple competing tasks; excellent time-management 
and ability to work under pressure.    

9. Ability to work with close attention to detail and to maintain confidentiality.   

10. Ability to work professionally and tactfully and support management decisions in a positive, 
professional manner. 

 
 
The Seattle Art Museum will consider reasonable accommodations for those applicants with disabilities who 
may need a reasonable accommodation to perform the essential functions/duties.    Please contact the 
Human Resources Department for additional information. 
 
Seattle Art Museum is committed to diversity and inclusion.  Qualified individuals who bring diverse 
perspectives to the workplace are especially encouraged to apply. 
 
 

TO APPLY:   Please visit http://visitsam.org/careers for specific instructions on how to submit SAM employment 
application, cover letter and resume.   
 
Deadline: September 15, 2016 

http://visitsam.org/careers

