
  

POSITION DESCRIPTION  

  

  

POSITION: Registrar  

 

EMPLOYMENT TYPE: Part-Time 

  

REPORTS TO: Lead Registrar 

  

COMPANY DESCRIPTION: Springfield Li6le Theatre is a community-focused organiza>on dedicated to 

providing excep>onal theatrical experiences and educa>onal opportuni>es. 

 

PURPOSE OF POSITION:  Registrars at The Judith Enyeart Reynolds School of the Performing Arts for 

Springfield Li6le Theatre (“The Judy”), Springfield Li6le Theatre’s Educa>on Department facility, are part of 

the customer facing team and set the tone for a friendly, helpful, and welcoming environment for students, 

customers, patrons, and guests.   

  

ESSENTIAL FUNCTIONS:  

• Act as the primary informa>on and recep>on point for the The Judy, ensuring the Front Desk provides 

a professional, customer-focused, and welcoming environment for all  

• Create and assist with educa>on registra>ons, >cket orders, dona>ons, and merchandise sales to 

provide an efficient and produc>ve experience via phone or in-person visits  

• Answer incoming phone calls and direct to other staff when appropriate  

• Answer and maintain the Educa>on Department email   

• Maintain building security by answering the door  

• Develop a thorough knowledge of Educa>on Department offerings and events to enable the Front 

Desk to give the best possible customer service  

• Pursue an in-depth knowledge of Patron Manager and CourseStorm, Springfield Li6le Theatre’s 

customer rela>onship management and registra>on soTware  

• Maintain a clean and organized environment throughout The Judy, including restocking and cleaning 

of restrooms and supply areas  

• Contribute to the administra>on of the department, ensuring informa>on is up-to-date and well 

organized  

• Support the administra>ve needs of others in the building  

• Maintain excellent communica>on both internally and externally to ensure essen>al informa>on is 

passed on  

• Provide reports on request in an efficient manner  

• Support Educa>on Department marke>ng ac>vi>es where required  

• Deal with customer service issues that may occur either in person, on the phone, or via email in a 

professional manner  

• Strive for con>nuous improvements in customer care  

• Be responsible for the opening and/ or closing of The Judy if scheduled  

• Meet the Educa>on Department’s standards of dress and conduct  



  

SECONDARY FUNCTIONS:  

• Occasionally, you may be asked to assist with other front-of-house roles within The Judy, such as 

House Managing, Ushering, etc.   

• A6end appropriate training sessions related to your posi>on  

  

  
  

  
GENERAL REQUIREMENTS:  

• Passionate about excellent customer service with proven experience in a customer service 

environment  

• A friendly and approachable personality  

• Energe>c, crea>ve team player with a high level of enthusiasm  

• Diploma>c, with the ability to work with ini>a>ve and maturity  

• Must be confident to work alone  

• Excellent interpersonal and telephone skills  

• Confidence to proac>vely up-sell and cross-sell over the phone and in person  

• Excellent computer skills, including a good understanding of MicrosoT Word, Excel, and Outlook  

• Previous experience of cash handling  

• A6en>on to detail  

• Confidence in ins>tu>ng Springfield Li6le Theatre’s policies and procedures  

• Ability to priori>ze and work under pressure with good >me management  

• Willingness to work flexibly  

• Passionate about arts educa>on and live performance  

• Physical ability to liT up to 40 pounds  

 

COMPENSATION: 

Hourly rate of $15.00 

 

EQUAL EMPLOYMENT OPPORTUNITY (EEO) STATEMENT:  

Springfield Li6le Theatre provides equal employment opportuni>es (EEO) to all employees and applicants for 

employment without regard to race, color, religion, sex (including pregnancy, gender iden>ty, and sexual 

orienta>on), na>onal origin, age, disability, gene>c informa>on, marital status, or military status in 

accordance with applicable federal, state, and local laws (collec>vely, “protected characteris>cs”). 

 

Federal law requires employers to provide reasonable accommoda6on to qualified individuals with 

disabili6es. Please tell us if you require a reasonable accommoda6on to apply for a job or perform the job for 

which you are applying. 

 

 

Interested applicants should submit a resume and cover le6er to Lead Registrar, Trisha Baker, for 

considera>on at tbaker@springfieldli6letheatre.org. 

 

http://tbaker@springfieldlittletheatre.org


  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


