  

  

            POSITION TITLE:  Marketing Intern for Music Organizations 
REPORTS TO:   Marketing Specialist for St. Olaf Records and St. Olaf Music Organizations 
  
PRIMARY FUNCTION: Assists the Marketing Specialist with the planning and implementation of the marketing campaigns for the St. Olaf Band, Choir and Orchestra 
  

AREAS OF RESPONSIBILITIES: 
  
1.  Assists the Marketing Specialist with implementing tour marketing strategy by: 
a.  Gathering cost, mechanical and submission details from advertisers by phone and email per the marketing strategy established by Marketing Specialist. 
b.  Submitting calendar listing requests identified by Marketing Specialist and seeking out additional listings independently. 
  c.  Answering ticketing hotline to facilitate sales and return calls from voice mail. 
d.  Mailing out promotional materials to local committees per Marketing Specialist. 
e.  Preparing, assembling and mailing promotional packets to schools and churches from collected databases. 
2.  Accompany tours as needed. 
3.  Coordinate group sales ticketing and seek out new group sales opportunities. 
4.  Document processes and prepare information for the intern the following year. 
5.  Other duties as assigned. 
  
SUPERVISORY RESPONSIBILITIES:               None 
  
CONTACTS:  Manager of Music Organizations, Assistant Manager of Music Organizations, Marketing Specialist, Assistant to Music Orgs/Business Accounting Coordinator, Administrative Assistant to Music Orgs/Music Department. 
  
EDUCATION:           Essential: College Degree in Music Related Field 
                                    Desirable:  Degree attainment from St. Olaf College 
EXPERIENCE            Essential:  1-2 years of related work experience 
            Desirable:  St. Olaf Music Ensemble and touring experience 
  
KNOWLEDGE, SKILLS AND ABILITIES: 
       Good interpersonal and verbal communication skills 
       Database and word processing experience 
       Attention to detail 
       Good organization skills 
       Pleasant and professional phone demeanor 
       Ability to be self motivated on long term projects. 
  
PHYSICAL DEMANDS:     Repetitive hand/arm motion required performing data entry and mailing assembly. Heavy lifting of promotional materials: ability to lift 30-50 lbs. on a regular basis. 
WORKING ENVIRONMENT:              Varying working environments. 
WORK SCHEDULE:            Term :  Sept. 1-March 31 (30 hrs/week) 

APPROVAL: 
DATE:                                                                     Sept. 1, 2010 
   

