
ATHLETIC CORPORATION 
CALIFORNIA STATE UNIVERSITY, FRESNO 

Position Description Form 
 

This position description is not an employment agreement or contract.  Management has the exclusive right to alter this Position Description. The Athletic Corporation 
is associated with the University; however, employees of the Corporation are not employees of the University or the State of California. 

Page 1 of 3 

Employee Name:  Fresno State ID #:  
Position Title: Account Executive- Ticket Sales FLSA Status: Non-Exempt 
Department: Athletic Corporation Date Prepared: 10/2024 

 
POSITION DESCRIPTION 

 
Summary: 
 
Reporting to the Assistant Ticket Manager-Sales the Account Executive-Ticket Sales & Service is responsible for the 
generation of new revenue through the sale of new season tickets, partial plans, and group tickets for all ticketed Fresno 
State sports. This position will require frequent outbound sales calls and outreach to interested individuals, organizations, 
and businesses across the San Joaquin Valley. Individuals will also be asked to assist with season ticket retention efforts as 
well as assist with game day ticket operations for Fresno State Athletic Events.  
 
 
Major duties of the job include, but not limited to: 
 

 Generation of revenue through the outbound selling of season tickets, group tickets, mini plans, and premium tickets 
to individuals, organizations and business in the Central Valley for all Ticketed Sports. 

 Frequent outbound sales calls, outreach efforts, and client meetings with potential purchasers. 
 Retention and upsell efforts to current season ticket purchasers (season, group, mini plan, premium). 
 Collaborate with Marketing to implement and execute various theme nights. 
 Incumbent will increase ticket sales revenue by maintaining an appropriate call volume to achieve and exceed 

weekly, monthly, and annual sales goals as set by management. 
 Phone and in person efforts will be the main focus of efforts however email marketing and text messaging may be 

used as necessary.  
 Ability to communicate with an ethnically and culturally diverse campus community.  
 Maintain computerized records of all prospects and customers within the Paciolan (Ticketing) database. 
 Work non-traditional hours including weekend, events, and game days.  
 Assist with Game Day Operational needs. 
 Additional responsibilities as assigned by Supervisor.  

 
 
Supervisory Responsibility: 
 

Who Supervises this Position: Assistant Ticket Manager-Sales 
Who is Responsible for completing the Performance 
Appraisal: 

Assistant Ticket Manager-Sales 

What other classifications does this Supervises: None 

 
 
Required Education, Experience, Knowledge, Skills and Abilities: 
 

 Bachelor’s degree from an accredited four-year college or university in a related field.  
 Thorough knowledge and understanding of intercollegiate sports.  
 Strong oral and written communication skills. 
 Work experience that demonstrates strong sales skills. 
 Experience working with software such as Word and Excel. 
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 Must have reliable transportation. 
 Ability and willingness to support the diversity and equity commitments of the department. 
 A history of regular attendance and positive performance evaluations. 

 
Preferred Knowledge, Skills and Abilities: 
 

 Previous Sales Experience. 
 Familiarity with Paciolan ticketing software. 
 Familiarity with Salesforce CRM software. 
 Knowledge of latest ticketing sales and ticket operations service trends and practices. 
 Experience leading and managing staff members. 
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Employee Name: Andrew Hunter Position:  Account Executive-Ticket Sales 
Department: Athletic Corporation Date Prepared: 7/2023 
 

WORKING ENVIRONMENT 
Check the appropriate box which most accurately describes the extent of the specific activity performed by the 
employee on a daily basis.  If the activity is performed less than one (1) hour each day, check the N/A box. 
 

PHYSICAL EFFORT  
 Number of hours/day   Number of hours/day 
 N/A 1-2 3-4 5-6 7+   N/A 1-2 3-4 5-6 7+ 

1.  Sitting ☐ ☐ ☐ ☐ ☒  12.  Lifting or carrying      
2.  Standing ☐ ☒ ☐ ☐ ☐  A.  10 lbs. or less ☐ ☐ ☒ ☐ ☐ 
3.  Walking ☐ ☒ ☐ ☐ ☐  B.  11 to 25 lbs. ☐ ☒ ☐ ☐ ☐ 
4.  Bending Over ☒ ☐ ☐ ☐ ☐  C.  26 to 50 lbs. ☒ ☐ ☐ ☐ ☐ 
5.  Crawling ☒ ☐ ☐ ☐ ☐  D.  51 to 75 lbs. ☒ ☐ ☐ ☐ ☐ 
6.  Climbing ☒ ☐ ☐ ☐ ☐  E.  76 to 100 lbs. ☒ ☐ ☐ ☐ ☐ 
7.  Reaching overhead ☒ ☐ ☐ ☐ ☐  F.  Over 100 lbs. ☒ ☐ ☐ ☐ ☐ 
8.  Crouching ☒ ☐ ☐ ☐ ☐  13.  Repetitive use of hands/arms ☐ ☐ ☐ ☐ ☒ 
9.  Kneeling ☒ ☐ ☐ ☐ ☐  14.  Repetitive use of legs ☐ ☒ ☐ ☐ ☐ 
10.  Balancing ☒ ☐ ☐ ☐ ☐  15.  Eye/hand coordination ☐ ☐ ☐ ☒ ☐ 
11.  Pushing or pulling ☒ ☐ ☐ ☐ ☐ 

 

 Yes No 

16.  Driving cars, trucks, forklifts and other equipment ☒ ☐ 
17.  Being around scientific equipment and machinery ☐ ☒ 
18. Walking on  uneven ground ☐ ☒ 

 

MENTAL EFFORT  ENVIRONMENTAL FACTORS 
 Number of hours/day   Number of hours/day 
 N/A 1-2 3-4 5-6 7+   N/A 1-2 3-4 5-6 7+ 

1.  Directing Others ☐ ☐ ☒ ☐ ☐  1. Inside ☐ ☐ ☐ ☐ ☒ 
2.  Writing ☐ ☐ ☐ ☐ ☒  2.  Outside ☐ ☒ ☐ ☐ ☐ 
3.  Using math/calculations ☐ ☐ ☐ ☐ ☒  3.  Humid ☒ ☐ ☐ ☐ ☐ 
4.  Talking ☐ ☐ ☐ ☐ ☒  4.  Hazards ☒ ☐ ☐ ☐ ☐ 
5.  Working at various tempos ☐ ☐ ☐ ☒ ☐  5.  High places ☒ ☐ ☐ ☐ ☐ 
6.  Concentrating amid distractions ☐ ☐ ☐ ☒ ☐  6.  Hot ☒ ☐ ☐ ☐ ☐ 
7.  Remembering names ☐ ☐ ☐ ☐ ☒  7.  Cold ☒ ☐ ☐ ☐ ☐ 
8.  Remembering details ☐ ☐ ☐ ☐ ☒  8.  Dry ☒ ☐ ☐ ☐ ☐ 
9.  Making decisions ☐ ☒ ☐ ☐ ☐  9.  Wet ☒ ☐ ☐ ☐ ☐ 
10.  Working rapidly ☐ ☐ ☐ ☒ ☐  10.  Change of temp ☒ ☐ ☐ ☐ ☐ 
11.  Examining/observing details ☐ ☐ ☒ ☐ ☐  11.  Dirty ☒ ☐ ☐ ☐ ☐ 
12.  Discriminating colors ☒ ☐ ☐ ☐ ☐  12.  Dusty ☒ ☐ ☐ ☐ ☐ 
       13.  Odors ☒ ☐ ☐ ☐ ☐ 
       14.  Noisy ☒ ☐ ☐ ☐ ☐ 
       15.  Working with others ☐ ☐ ☐ ☐ ☒ 
       16.  Working around others ☐ ☐ ☐ ☐ ☒ 
       17.  Working alone ☐ ☒ ☐ ☐ ☐ 

 


