DUTIES OF RECEPTIONIST/CASHIER (Summary)
· Greet students and audience members
· Collect admission fees from everyone, including parents & others, EXCEPT performers & their accompanists. If asked, inform people that these help pay the cost of the venue rental
· Sell passes 
· If no assistant, 
· hand out Rack Cards with all information about Highlight Concerts
· keep tally of people entering the session or concert to determine audience size on sheet provided for that purpose
· Remind, - when necessary – those waiting to enter the hall about rules of courtesy: Stay quiet and do not enter during a performance or adjudication & Photographic policy (no photos during performance) 
Supplies:

· Cash float in cloth bag and cash box; envelope with tally sheet for cash count at end of session (writing materials, scotch tape, paper clips, elastic bands, calculator etc)

· Rack Cards for Highlight Concerts

· Signage (no photos, entry fees, etc.)

· Tally sheet for audience count

Procedures
1. Locate washrooms & warmup rooms so you can inform people if asked
2. Count the float ($100), number of passes & enter totals on the tally sheet.
3. Count the passes to confirm the numbers
4. Collect fees and sell passes before the class begins
5. When the last class of a session begins, fill out the tally sheet, replace the $100 float in the cloth cash bag and put the remaining cash in the brown envelope. Cash should be counted outside the performance hall so performers are not disturbed.
6. When cash & passes counted, tally sheet completed, and the $100 float replaced in the cloth cash bag, give everything to the Section Head or designated person. DO NOT LEAVE THESE UNATTENDED.
The Festival Board appreciates your help and support





THANK YOU
