
 
 
 
Admissions Supervisor 

• Learn more and apply at htps://bit.ly/AddSup23.  
 
Department 
The John & Mable Ringling Museum of Art is located in Sarasota, Florida, and is a department of Florida 
State University. Learn more about The Ringling at htps://www.ringling.org/about-ringling/careers/. 
 
Responsibili�es 
This posi�on assists the Admissions Manager with training, scheduling, and interviewing part-�me 
Admissions staff. This posi�on also oversees the Group Sales process and serves as the shi� supervisor 
for Admissions staff and Group Sales. Daily responsibili�es will include:  
 

• Manages all Group Sales from inquiry through post-visit evalua�on. Maintains consistent, 
organized processes to provide a seamless high-quality experience. Works with Educa�on 
Department to assist with coordina�ng school tour check-ins. 

• Acts as shi� supervisor for daily Admissions func�ons. Provides informa�on on reserva�on 
arrivals, ensures efficient, high quality customer service is being provided. Monitors all 
Admissions areas to maintain safe, clean condi�ons. Maintains and replenishes supplies at work 
sta�ons. Makes policy and customer service decisions in the absence of the Admissions 
Manager. Serves as back-up cashier as needed. 

• Serves as primary �cke�ng database administrator. Add tours, �cke�ng categories, special 
promo�ons, etc. into the database.  

• Assists the Admissions Manager with producing reports for Senior Staff. 
• Maintains schedule and ensures daily coverage for Admissions staff. Confirms �cket database 

and V.P. Monitors are accurate and makes any necessary correc�ons. Performs other du�es as 
assigned which support Visitor Services func�ons and museum opera�ons. 

• Assists in the hiring, training, and supervising of Admissions staff. Enforces cash handling and PCI 
policies. Reinforces sales training and makes sure staff is promo�ng programs & ac�vi�es 
iden�fied by the Admissions Manager. 

 
Qualifica�ons 

• High school diploma or equivalent 
• Knowledge of applicable computer applica�ons and basic computer func�ons such as Microso� 

Outlook.  
o This role works within a web-based �cke�ng system, Tessitura, and requires the ability to 

learn program. Training is provided by The Ringling. 
• Ability to: 

o Demonstrate effec�ve customer service skills. 
o Communicate effec�vely verbally, on the phone & in-person, and in wri�ng. 
o Effec�vely train and direct the work of others. 
o Establish and maintain effec�ve working rela�onships. 
o Perform accurately in a detail-oriented environment. 
o Priori�ze, organize and perform mul�ple work assignments simultaneously. 

• Knowledge of and the ability to interpret and apply related University policies, procedures, 
principles, and prac�ces. 

https://bit.ly/AddSup23
https://hr.fsu.edu/
https://hr.fsu.edu/
https://www.ringling.org/about-ringling/careers/


FSU Total Rewards 
FSU offers a robust Total Rewards package. Visit our website to learn more about our Compensa�on, 
Benefits, Wellness, Recogni�on, and Employee Development programs. 
 
Use our interac�ve tool to calculate Total Compensa�on op�ons based on poten�al salary, benefits and 
re�rement contribu�ons, earned leave, and other employment-related perks. 
 
Rate of Pay: The an�cipated rate of pay will likely fall in the high 30k to low 40k range and will be based 
on the educa�on, skills, and experience of the selected candidate. Find out more about our 
comprehensive benefits package under the "FSU Total Rewards" sec�on. 
 
Working Hours: 8:00 AM to 5:00 PM with a one-hour meal period. Please note that this role may be 
required to work a flexible schedule including days, weekends, special events, and holidays based on the 
needs of The Ringling. 
 

• This posi�on is based in Sarasota, FL. 
• This is an USPS posi�on.  
• This posi�on requires successful comple�on of a criminal history background check to include 

fingerprin�ng. 
 

For more informa�on, technical assistance, or should you require accommoda�ons for the applica�on or 
interview processes, please contact Ringling Human Resources at 941-358-2773 or 
employment@ringling.org. 
 
Equal Employment Opportunity 
An Equal Opportunity/Access/Affirma�ve Ac�on/Pro Disabled & Veteran Employer. 
FSU's Equal Opportunity Statement can be accessed at: 
htps://hr.fsu.edu/sites/g/files/upcbnu2186/files/PDF/Publica�ons/diversity/EEO_Statement.pdf. 
 
How To Apply 
If qualified and interested in a specific job opening as adver�sed, apply to Florida State University at 
htps://jobs.fsu.edu. If you are a current FSU employee, apply via myFSU > Self Service. 
 
Applicants are required to complete the online applica�on with all applicable informa�on. Applica�ons 
must include all work history up to ten years, and educa�on details even if ataching a resume. 
 
 
 

https://hr.fsu.edu/total-rewards
https://hr.fsu.edu/total-rewards/compensation-services/total-compensation-calculator
https://goo.gl/maps/p5bGLqsqHhoUhnWH7
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