
 

JOB DESCRIPTION 

Date: June 17, 2020 

Job Title: Marketing Director 

Department: Marketing 

Reports To: Executive Director 

Definition:  
Under the supervision of the Executive Director, the Marketing Director is responsible for the planning, coordination 

execution, and evaluation of the all marketing, publicity and public relations for the Kalamazoo Civic Theatre. 

 
 Performance Responsibilities:  
1.  Create and implement a written marketing plan that encompasses media mix, timelines and deadlines for all 
marketing endeavors including but not limited to:  

a. Season Subscriptions Campaign  
b. Volunteer Needs such as auditions, workshops, and special events  
d. Fundraising Events – including Annual Campaign, Planned Giving and Fundraisers  
e. Education  
f. Special Events and collaborations  
g. Program Advertising  
h. Web-site and social media campaigns  

 
2.  Work with the Director of Academy of Theatre Arts, Box Office Manager, and Executive Director to develop and 
implement strategies for group sales including all publications.  
3.  Recruit and Supervise freelance Graphics Designers for all in-house design needs.  
4.  Serve as the Art Director and project manager to produce newsletters on a timely & scheduled basis.  
5.  Serve as the Art Director and project manager to produce a playbill for each scheduled production and special event.  
6.  Create and distribute press releases for auditions, productions, special events, classes, etc.  
7.  Organize publicity photo shoots.  
8.  Secure available free promotional time/print services.  
9.  Secure media, photo, design and print services.  
10.  Coordinate, and participate when necessary, with public speaking appearances, curtain speeches and on-air 
interviews.  
11.  Serve on board committees as needed.  
12.  Other responsibilities as assigned by Executive Director.  
 
Minimum Qualifications:  
1.  BA or BFA in Marketing, Business, or Theatre or related area  
2.  Excellent writing and verbal skills, including grammar and spelling.  
3.  Proven, excellent interpersonal skills  
4.  Experience in planning and executing special events.  
5.  Strong personnel management skills, self-starter and team player.  
6.  Computer management skills, including web-based technology.  
7.  Database management skills.  
 
Desirable Qualifications:  
1. MA or MFA degree in a related field. 
 


