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	Job title
	Specialist, Ticketing Systems (Montreal) – Full Time

	Reports to
	Director of Information Technology

	Start Date:
	Immediately

	Location:
	Montreal, QC



Job purpose

The Specialist, Ticketing Systems will manage, develop, and support the use and analysis of data contained in the Tessitura Ticketing System in support of all Tennis Canada events based out of the Montreal office. This position will be responsible for supporting and configuration of ticketing requirements in Tessitura based on the requirements established by Corporate Partners and the Ticketing departments in Montreal.

Duties and responsibilities

· Yearly season set up and configuration for Ticketing and Corporate Partners.
· Pricing set up as it relates to – GL Codes – Ticket Template – Tax – Fees – Tax Receipts.  
· Yearly campaign/appeals/sources for Corporate Partners and Fund Raising departments.
· Promo Codes / Discounts for Ticketing – Create in Tessitura – Coordinate with IT for Online Portion – Maintain throughout the year.
· Configuration Management of Dynamic Pricing as determined by Corporate Partners and Ticketing management.
· Advanced data extractions / Lists for Generating Reports and Call lists.
· Maintain the integrity of the database.
· Auto Billing – Ticketing transactions and donations.
· Coordinated cross coverage for Senior Specialist, Ticketing Systems person in Toronto.


TICKETING SET UP (Ticketing / Corporate Partners): Performances/Seasons - Rollovers - package set up - price types - promo codes – campaigns – appeals – sources - taxes and fees – GL codes – Dynamic Pricing – Call lists – Delivery methods

CONTRIBUTION SET UP: Funds – GL’s – Gifts – Pledges – Sources – Campaigns – Appeals – Acknowledgments 

SEATING MANIFEST (Ticketing / Corporate Partners): Price zones - Best available – Select Your Own Seat (SYOS) Allocations – Holds – sections – accessible – Standing Room – Grounds Passes – Parking - Special Offers and promotions.

ADMIN: merging constituents – Auto Billing for Ticketing and Pledges - post transactional batches daily - any troubleshooting that may arise.

Maintain security permission among all departments for individual users and groups (access to payment methods, invoices, GL’s, editing/viewing/deleting capabilities) Administer user logins and provide the appropriate functions to each user to perform their job

EMPLOYEE TRAINING:  Responsible for the training for Box Office staff and Will Call staff.  Ensure that all Tessitura features and business rules are followed as per training agenda.

COMMUNICATION AND TROUBLESHOOTING Work with IT team to ensure timely resolution for localized issues (connection issues, application errors or user permission errors).
Work with Tessitura support staff to ensure prompt issue escalation for uncommon issues.
Communicate to users regarding Tessitura enhancements version upgrades. 
Work with sales team to communicate their needs to IT/Tessitura.

TEMPLATES: Create and Maintain – Invoice/order templates (Corporate Partners and Ticketing English and French), ticket designs (hard/E-ticket) and tax receipts (Tennis Matters (fund raising), Fed Cup and Premium Series)

TESSITURA – Plan and execute software upgrades. Train employees on new features/enhancements. Extensive testing and updating customizations after upgrade. Stay up to date with hosted training provided by the Network and products the network offers as add-ons.

OTHER EVENTS (FED CUP)
[bookmark: _GoBack]Building the basic manifest for series and box seats for events held outside of Montreal.
Setting up the donation portion and producing tax receipts 


Qualifications

PERSONAL CHARACTERISTICS: 
· Energetic, passionate to learn and teach. 
· Willingness to work extended hours as needed in support of tournament related functions such as Rogers Cup and Fed Cup.

EDUCATION:
· Post-secondary degree in a related field 

EXPERIENCE: 
· 3-5 years of experience with ticketing and/or fundraising systems.
· Bilingual – French and English
· 3-5 Years’ experience with SQL reporting systems such as SSRS, Crystal or similar.
· Knowledgeable in Tessitura Software – ticketing, box office, fund raising and CRM
· Knowledgeable in CRM systems
· Experience working in the not for profit sector
· Experience working in Sports & Entertainment

SKILLS: 
· Planning and project management skills.
· Oral and written communications skills; 
· Strong analytical and problem-solving skills.
· Excellent documentation skills.
· Ability to tackle challenges quickly, creatively and collaboratively.
· Proficiency with client relations and customer service.
· Ability to work independently as well as in a team environment.
· Ability to thrive in a fast-paced work environment with multiple deadlines.
· Proficiency in Microsoft Excel
· Strong analytical and problem-solving skills


PROBLEM SOLVING: 
Working collaboratively with Tessitura users and the IT team ensuring that expectations are clear and deadlines are met. As this position will interact with staff members who many not be as proficient with computer systems, excellent communication and documentation skills are required.

EFFORT: 
Requires working in a fast-paced environment and meeting deadlines with high volume workloads. 
Ability to take initiative to learn new skills and continuous research on industry standards. 


Working conditions
Performs duties in a regular office environment. Travel between the Toronto/Montreal offices will be required. Extended hours are required during tournaments and peak times throughout the year.  
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