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Job Description 

 

Job Title:   Assistant Theater Manager 
Reports To: Operations Manager Eagles Theatre 
FLSA Status: Nonexempt: Part-Time, Hourly 

 
 
The Assistant Theater Manager is responsible for ensuring the best possible theater 
entertainment experience available. The Assistant Manager is in charge of making sure 
the theater runs smoothly to ensure every single guest enjoys the show, managing 
customer service associates, and maintaining an environment that provides an 
exceptional guest experience at Eagles Theatre and the 13-24 Drive in. 
 
Essential Duties And Responsibilities (Note: Other duties may be assigned) 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

 

 Maintains Cash and Cash Register controls, as well as completes end of the shift 
paperwork.  

 Welcomes and assists patrons with their needs.  

 Oversees customer service associates and solves issues as they arise, including 
training as needed.   

 Communicates and interacts with staff members as needed to complete 
assignments. 

 Answers incoming phone calls and ascertain what the caller needs and assist 
them as needed.   

 Maintains accuracy and efficiency with box office and concessions sales. 

 Maintains clean service areas. 

 Ensures the venue facilities and employees meet stipulated health and safety 
regulations. 

 Activates the projector playlist on time and ensures sound levels are appropriate. 

 Opens/closes theater as needed. 

 Reports any issues or requests to the Operations Manager. 
 
Knowledge, Skills and Abilities 
The requirements listed below are representative of the knowledge, skills, and/or abilities 
required to perform each essential duty satisfactorily. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 

 Ability to perform each essential duty satisfactorily 

 Strong computer skills; Microsoft Office proficiency 

 Strong communication skills 

 Strong interpersonal and organizational skills 
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 Ability to multitask 

 Outgoing personality 

 Strong customer service skills 

 Basic math skills and the ability to handle money 

 A team player with a strong work ethic 
 
Education And/Or Experience 
High school equivalent is preferred.   

 
Environment and Physical Demands 
The physical demands described here are representative of those an individual must 
meet to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 

 Constant walking and standing; frequent bending, stooping and reaching 

 Occasionally lift up to 10 lbs. with the ability to push or pull more than 10 lbs. 

 Ability to work in a fast-paced environment 

 Strong sensory skills, such as good eyesight, good hearing, and dexterity 

 Ability to operate office equipment, including computers, copiers, fax machines, 
and phones 

 
Other Requirements 
Position will require evening and weekend hours. 
 
Responsibilities are subject to change and increase as the position evolves. 
 
 
 
 
 
 


