
Last Updated 07.2025 

  

 

Job Description for External Job Postings 

 

Title    Patron Services Associate, House Management    

Employment Status  Part-time Hourly; Non-Exempt 

Reports To   Director of Patron Services 

Direct Reports   None 

 
About Kirkland Performance Center (KPC): 
KPC is a non-profit corporation located in Kirkland, Washington. Our mission is to provide a gathering 
place where people come together to express themselves creatively, exchange ideas, share culture, and 
connect with one another. All policies and decision-making are based on this philosophy.  Our primary 
goals are to provide the highest quality performing arts programs available for our audiences and to serve 
as a conduit for the producing arts institutions of the region. 

We celebrate similarities and differences among our employees and the community so that we can create 
an environment that encourages learning from others and captures the advantages of different 
perspectives. In working together, we are serving the Puget Sound area by enriching the lives of residents in 
the region and providing a high-quality venue in which artists can present their work on the Eastside.  
 
Position Description 
The Patron Services Associate serves as a member of the Patron Services Team for Kirkland Performance 
Center. This position is responsible for providing quality customer service to patrons and clients before, 
during, and after each event. Assignments vary depending on event needs and include duties such as 
operating the Concessions booth, ticketing and crowd control, patron safety, and building security. 
 
Responsibilities 
House Management 

• Ensure the safety, security, and exemplary experience for all patrons and clients in accordance 
with KPC policy and procedures. 

• Stock, maintain, and operate Concessions booth including cash handling, alcohol service, and 
patron inquiries. 

• Serve as bartender for special occasions and/or the VIP lounge as needed 
• Clean, organize, and maintain safety of the lobby and surrounding area. 
• Provide leadership and direction to on-duty volunteers during performances and events. 
• Assist patrons with identifying ticket information and locating correct seating assignments. 
• Contribute to nightly reports, clean-up, and client/patron needs. 

 
Required Qualifications 
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• Excellent customer service skills with a minimum of two years in a customer and/or retail service 
position including sales and cash handling. 

• Washington State Class 12 MAST Liquor License (KPC will provide training if needed) 
• Ability to work independently within a diverse staff and volunteer team. 
• Ability to remain calm in emergent and escalated situations. 
• Willing to work flexible hours including evenings and weekends. 
• Strong verbal and written communication and people skills 
• Ability to prioritize and work in a demanding environment. 

 
Preferred Qualifications 

• Previous bartending experience 
 
Work Environment 

• General office environment with adequate lighting and temperature 
• Usage of standard office equipment, cell phones, and social media 
• Occasionally lifting of kegs, boxes, or products of about 50lbs 
• 400-seat theater- auditorium with adjacent backstage area for the containment of production 

equipment, musical instruments, performance props, and costumes 
• Often crowded public foyer area where food and hard/soft beverages are served and consumed 

during performance intermissions. 
• Work indoors with occasional loud noises, dimly lit areas, and publicly crowded spaces. 

 
Benefits 

• 401k w/ matching 
 
Pay scale for this position is $24.00/hour 
 
Physical Demands/ Location & Work Schedule: 

• Location: Kirkland, WA.  
• This position is 100% onsite. Given the nature of the assignments, remote work is not applicable. 
• This is a part-time non-exempt position scheduled to work various scheduled hours. KPC has core 

hours: Monday through Friday, between 10:00 AM- 4:00 PM with weekend and evening showtimes 
and special events as scheduled.  

 
Diversity Statement: 
The Kirkland Performance Center, an equal opportunity/affirmative action employer, complies with all applicable 
federal and state laws and regulations regarding nondiscrimination and affirmative action; all qualified applicants will 
receive consideration for employment. The KPC is committed to a policy of equal opportunity for all persons and does 
not discriminate on the basis of race, color, religion, sex, national origin, physical or mental disability, protected 
veteran status, age, gender identity or expression, sexual orientation, creed, marital status, political affiliation, 
personal appearance, or on the basis of rights secured by the First Amendment, in all aspects of employment, 
educational programs and activities, and admissions. 
 
To Apply: email a copy of your cover letter and resume to becky@kpcenter.org. Please do not call 
about this position.  

mailto:becky@kpcenter.org

