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Job Title:  Ticket Sales MAL 
 
 

Duties and Responsibilities: 
 

1. Direct the management of the business and affairs of the RBDC in the best interests 
of the corporation, exercising the care, diligence and skill of a reasonably prudent 
person, and acting honestly and in good faith. 

2. Prepare and deliver a report of ticket sales and participate at all RBDC executive 
meetings. 

3. Coordinate ticket sales for the four major dances (fall, Silver Bells Ball, mid-winter, 
and Last Waltz).  Tickets will be on sale for the 2 full weeks of classes prior to each 
dance, as well as at Practice Dances during this time. 

4. Provide tickets to other outlets to sell on our behalf. 
5. Collect ticket sale money and make regular deposits as per the RBDC Money 

Handling Policy. 
6. Provide the number of tickets sold to the Social Director the Wednesday prior to the 

dance. 
7. Provide the total of moneys collected for each dance to the Social Director as soon as 

possible after the dance. 
8. Arrange to have tickets collected at the door for each dance. 
9. Provide a report on each dance, including number of tickets sold and money 

collected, at the next Executive meeting. 
10. Give completed ticket sales forms and deposit slips to the Treasurer. 
11. Prepare a written yearly Ticket Sales report for presentation and distribution at the 

RBDC Annual General Meeting in March. 
12. Perform such other duties as the Directors may assign. 

 
 

Time Requirements: 
 

 Attending all executive meetings (held monthly except in July and December).  These  
 meetings require 2 to 3 hours of time per month. 

 Attending Annual General Meeting and any specially called general meetings. 
 Attending subcommittee meetings as required. 
 Obtain volunteers to sell tickets at classes and practices dances.  The Practice Dance 

volunteers will sell tickets for you.  If you are unable to locate a volunteer, you will need 
to sell the tickets (1-3 hours per night). 

 Making deposits as required. 
 Collecting tickets at the major dances. 
 Preparing reports as required. 
*Some of these time requirements may be reduced if you obtain volunteers. 
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Job Title:  Ticket Sales MAL (continued) 
 

 
Skills and Qualifications: 
 

1. Must be a member of the RBDC at the time of nomination and throughout term of 
office. 

2. Good mathematical skills. 
3. Must be exceptionally reliable and trustworthy. 
4. Good interpersonal skills. 
5. Good organizational skills. 
6. Basic computer skills (ability to use a Word and Excel programs) an asset. 
7. Access to email an asset. 

 

 
Orientation and Training: 
 
The retiring Ticket Sales MAL will meet with the incoming Ticket Sales MAL and provide: 

1. A job description. 
2. Written and/or electronic copies of all previous Ticket Sales MAL files and reports. 
3. Deposit book, receipt book, deposit stamp and stamp pad. 
4. A copy of the bylaws. 

 

 
Other: 
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