MasterVoices

Job Description – Marketing and Education Manager
Revised as of 8.14.17
The Marketing and Education Manager reports to the Executive Director(ED). Specific responsibilities include the following:

MARKETING

· Work with ED, Artistic Director (AD), Publicist and Advertising Firm (DRA), to set seasonal marketing strategies.
· Lead the execution of campaigns that build audiences and strengthen MasterVoices’ brand. These duties include (but are not limited to):
· Overall campaign design/budgeting/execution
· Designing concert marketing plans with DRA (when employed)
· Spearheading cross-marketing with target and partner organizations 
· Designing and supporting chorus member marketing and outreach
· Designing and producing videos

· Supporting Publicist in all PR efforts
· Managing production of the season brochure 
· Maintaining website, ensuring content is current/aligned with brand
· Working with Publicist to execute e-campaigns (via MailChimp)
· Supporting Board Marketing Committee/Task Forces (as needed)
· Supporting the Publicist in the execution of social media campaigns/content
· Supporting Ad Hoc Institutional Marketing initiatives.

TICKETING
· Set ticketing strategies and goals with input from Board, DRA and ED.

· Manage all ticketing functions for MasterVoices including the following:

· Managing ticketing process for concerts sold through MasterVoices
· Managing all communications and deliverables with venue Box Offices 
· Providing ticketing support to chorus members, patrons, students and seniors
· Providing ticket reports to Board, staff, singers and auditor
· Transferring sales records from venue box offices to MV database
EDUCATION

· Work with AD, ED and General Manager(GM) to execute Education Program initiatives.
· Managing Side-by-Side(SxS) program
· Communicating with SxS partner teachers, mentors, students, and alumni 
· Vetting potential SxS partner schools with AD, ED and GM
· Scheduling and administrating SxS 
· Auditions, mentors, orientation, Master Classes, surveys/evaluation

· Working with GM and AD to select and manage student tour participation
· Managing Complimentary Ticket program for students and seniors
· Researching, writing and submitting Education grant proposals and serving as point person for Exploring the Arts Foundation relationship
· Coordinating Education component of annual Spring Benefit with GM
· Providing support to Education Committee (as needed)
· Managing Education program data and archival materials
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