Idaho Falls Arts Council
Graphic Designer/Marketing Director job description

Qualifications: The Marketing Director must have excellent communication and organization skills. He/She must be able to work independently and on multiple projects simultaneously. Prior work/college experience and interest/passion for the arts is desirable.  Excellent and efficient computer skills in Microsoft Office, Photoshop, Illustrator, In-Design. Schedule Monday-Friday, 9-5 pm. Salary dependent on qualifications.
Please send cover letter, resume, one sample writing piece, up to 3 design pieces, and 3 references to: jbarnes@idahofallsarts.org
Duties Include:

MARKETING

· Maintain accurate database of media contacts

· Be the liaison with representatives of media and advertising 

· Maintain accurate database of email contacts for HTML emails

· Create and execute marketing plans for each of the shows and events for the upcoming season which includes, print, radio, TV, social media, grassroots, etc…

· Write Press Releases and Public Service Announcements

· Organize volunteers to distribute posters and materials

· Hang posters around building and various kiosks surround downtown Idaho Falls (i.e. Key Bank kiosk)
· Research methods and execute plans to increase audience attendance through community contact, social media, and internet/web based surveys as needed

· Actively seek out group sales opportunities

· Be the liaison with theater renters and develop plans to help market their shows. (This includes HTML emails, coordinating mailing lists, and sometimes printing jobs.) 

· Oversee communications and relationships with other Arts Organizations within the region. 

· Manage the Arts Council website
GRAPHIC DESIGN

· Create newspaper and magazine advertisements and work directly with sales reps. Communicate schedules and deadlines. 
· Create season brochures and programs that announces the branding for the specific season
· Create show and special event posters, postcards, collateral
· Work with print vendors for quotes and scheduling including all aspects of print production, receipt and distribution
· Manage a monthly calendar of events and maintain its accuracy  (Facilitate the delivery of printed calendar to processing warehouses for distribution to patrons)
· Design and plan strategies for HTML emails
· Create other general marketing materials as needed
BOX OFFICE

· Take telephone and walk-in ticket orders 

OFFICE DUTIES

· Carry out general administrative duties 
SPECIAL EVENTS 
· Assist with performances and building/theater rentals as needed
· Assist with annual fundraising events  as needed

