
JOB DESCRIPTION

POSITION TITLE
Marketing Specialist for St. Olaf Records and St. Olaf Music Organizations




REPORTS TO:

Managers of Music Organizations

PRIMARY FUNCTION: 
To develop, implement and execute marketing/promotion campaigns to enhance the sales of recordings for St. Olaf Records, and sales of tickets for St. Olaf music organization concerts. 

AREAS OF RESPONSIBILITY:


St. Olaf Records responsibilities:

1. Serve as marketing specialist responsible for planning and implementing all aspects of marketing, promotion and advertising for St. Olaf Records including website innovation, management and strategies. 

2. Oversee physical inventory control, accession of new product

3. Attend conferences and conventions to sell recordings and promote the company and the college

4. Oversee St. Olaf Records website making upgrades and changes

St. Olaf music organizations responsibilities:

5. Serves as marketing specialist responsible for planning, implementing and managing all aspects of the promotion campaigns for tour and special event ticket sales for the St. Olaf Band, St. Olaf Choir and St. Olaf Orchestra concerts.  In addition, this position is responsible for developing and managing the organization’s overall marketing infrastructure and materials.

6. Plan and implement public relations and audience development strategies with local tour sponsorship committees.  Make pre-tour visits to each concert location to establish a good working relationship with local committees to motivate volunteers and create an effective promotion campaign for each concert location.

7. Work closely with media specialists and advertising specialists to achieve a successful publicity and public relation campaign for each concert location.  

SUPERVISORY RESPONSIBILITIES:   Supervise student workers for on-tour CD sales.  

CONTACTS:
Internal:  Music faculty and staff; college relations and other office personnel   


External:  Local sponsorship committees, media and advertising specialists, St. Olaf Records


EDUCATION: 
Essential:
College Degree in Marketing/Communications or related field.


Desirable:
Post-secondary coursework or involvement in music performance.


EXPERIENCE:
Essential:
3-5 years of marketing experience, music ensemble experience required.






KNOWLEDGE, SKILLS, ABILITIES:

· Knowledge of classical music 

· Superior interpersonal, organizational, and verbal communications skills. Ability to multi-task is essential.

· Excellent computer skills, Macintosh proficiency required, web design skills desired

· Attention to detail

· Must be energetic and self-motivated.

· Must possess a sincere and congenial personality committed to the mission of the office and college. 

· Valid driver’s license. Ability to travel as needed.

· Excellent customer service skills, i.e., listening, active follow through.

· Excellent problem solving skills – resourceful on demand and react under pressure while retaining composure.

PHYSICAL DEMANDS: Heavy lifting required to access stockpiles of inventory; long periods of standing, ability to set up marketing displays at conferences and conventions; extended travel required for advance tour visits and tours of the music organizations.  

WORKING ENVIRONMENT: Office provided, but work also required in inventory room.  Considerable off campus travel

WORK SCHEDULE:
FTE:
Full time 1.0 



Term:
Year round position. Weekend and evening hours associated with travel, conferences, conventions and tours.

APPROVAL:                                                
Bob Johnson

DATE:




April, 2007


