
 

 

POSI TI ON DESCRI PTI ON 

 
Tit le:  MarCom m  and Events Coordinator 

 

Reports to:  Developm ent  and Market ing Director 

 

Sum m ary:   Under the direct ion of the Developm ent  and Market ing Director, 

supports all aspects of the Museum ’s m arket ing, branding, public relat ions, 

com m unicat ions/ publicat ions, graphic needs and events.  

 

Supervisory Responsibilit ies:   None at  this t im e 

 

Em ploym ent  Classificat ion:  Full- t im e, FLSA exem pt  status. 

 

General Responsibilit ies:  

• Part icipates in the creat ive concept ion, planning, and execut ion of departm ental 

projects.  

• Serves as the departm ent  liaison for the creat ion of Museum  collateral, working 

with other departm ents as necessary. 

• Create and m aintain relat ionships with potent ial and exist ing com m unity 

partners. Assist  the m arket ing and program s departm ent  with com m unity 

relat ions act ivit ies.  

• Manage the Museum ’s com m unity donat ion program , evaluat ing and responding 

to requests.  

• Maintain archives of newspaper clippings, ads, m useum  collateral, and press 

releases.  

• Work closely with the operat ions/ program s departm ent  to understand fully all 

educat ion and com m unity out reach act ivit ies in order to accurately and 

creat ively m arket  Museum  offer ings.  

• Assum e addit ional responsibilit ies and perform  special projects as needed or 

directed. 

 

1. Market ing/ Media Relat ions:    

• Responsible for coordinat ing the advert ising schedule, ensuring t im ely 

subm ission of artwork and/ or copy. Media buys and advert ising st rategy as 

assigned.  

• Conducts m arket  research, including zip code t racking and dem ographic 

research (surveys)  within the Museum .  

• Writes high-quality copy for publicat ions and m arket ing cam paigns. Works 

with the Creat ive Director to produce the monthly enewslet ter, eblasts, and 

on-site signage, from  concept ion through writ ing to final product ion.    

• Writes and edits Museum  updates to com m unity calendars/ newslet ters, e.g. 

NowPlayingUtah, VisitSaltLake, etc.  

• Writes and edits press releases as directed. Assists with the creat ion and 

m aintenance of press kits, including dist r ibut ion of press m aterials.  
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• Track and record m onthly m edia coverage, and com pile m onthly reports for 

the departm ent  Director. 

• Develops, im plem ents, and evaluates m arket ing init iat ives and prom ot ions as 

directed. 

 

 

2 . Com m unicat ions/ Mult im edia:   

• Responsible for the Museum ’s online presence and increasing com m unity 

awareness through mult im edia channels.  

• Oversees website m aintenance, ensuring that  content  reflects Museum ’s 

m ission, m essaging, and current  act ivit ies. Com piles web stat ist ics.  

• Assists with the developm ent  and expansion of social m edia st rategies, as 

well as m anage all plat form s. Coordinates photography and videography as 

needed. 

• Manages, store, and analyze data from  online m arket ing efforts, and com pile 

m onthly report  for departm ent  Director.  

• Researches outside websites to provide updated and corrected inform at ion 

regarding Museum  events, act ivit ies, program s, and exhibits. 

• Assists with graphic projects as needed.  

 

3 . Facilit y Rentals and Special Events:  

• Proact ively prom otes and solicits new business for facilit y rentals, including 

scheduling and host ing facilit y tours.  

• Responsible for overseeing cont racts and invoices, and direct ing outside 

vendors. 

• Working with operat ions staff, coordinates staff scheduling, planning of set -

up/ break-down needs and other logist ics for upcom ing rentals/ events.  

• Serves as project  m anager for special events in coordinat ion with appropriate 

departm ents. 

 

 

Qualificat ions: 

 

• Bachelor ’s Degree in Market ing, Com m unicat ions, or Public Relat ions, with two 

years of related experience. 

• Must  be com puter proficient , i.e. word processing, spreadsheets, database 

m anagem ent  and social m edia. Experience with Joom la, Adobe Photoshop, 

I nDesign, and I llust rator preferred. 

• Must  be creat ive and have excellent  com m unicat ion skills, both verbal and 

writ ten.  

• Abilit y to juggle m ult iple tasks in a deadline dr iven environm ent . Flexible, fast  

learner with init iat ive. Highly organized, with at tent ion to detail and accuracy. 

• Dem onst rated abilit y to establish and m aintain effect ive working relat ionships 

both within and outside the organizat ion;  and to work well with others in team 

situat ions. 

• Abilit y to work flexible hours, including som e nights and weekends. 


