
Grandin Theatre Foundation 

Job Description 

 

 

TITLE:  Manager, Marketing & Communications 

 

OPERATING  

UNIT: Management 

 

PURPOSE: Develop annual marketing strategies for first-run, series, film 

education, and special events promotion, direct and expand social 

media presence, oversee content management for electronic 

platforms and content delivery, cultivate and coordinate press 

relationships, press releases, and work with director to cultivate 

media buys, develop symbiotic relationships with appropriate 

demographics regarding theatre usage and programming. Work 

specifically with designer to develop and coordinate promotional 

materials.  

 

REPORTS TO: Executive Director 

 

DIRECT  

REPORTS: N/A 

 

FLSA 

CLASSIFICATION:  Exempt 

 

MAJOR JOB RESPONSIBILITIES: 

 

 Proactively manage promotions for first-run films, plus annual film series, plus 

special events as well as partner/renter events.  

 Assist with the development of the annual operating budget for marketing; provide 

recommendations for income generation. 

 Work with outside designer or generate internal designs for promotional cards, web 

images, print ready images for all events specific to Grandin Theatre,  

 Manager content daily/weekly on Grandin Theatre website, YouTube channel, 

Facebook page, and weekly emailer. 

 Provide reporting to Executive Director for promotional campaigns, distribution, and 

potential positive media opportunities.    

 Develop media contacts lists and generate press releases as needed 

 With assistance from Executive Director, develop relationships for rental events 

within the Theatre, 

 Assist Executive Director develop materials for corporate partnerships.   

 Make media appearances regarding Theatre promotion after appropriate training,  

 Utilize existing technologies to develop electronic membership list for future 

promotions and base donor development 



 Effectively utilize in-house screens for forward program promotion and institutional 

promotion. 

 Create effective testimonial materials based on Film Lab student successes to aid in 

fundraising to support educational fundraising and promotion opportunities. 

 Assist in the development of developmental leads, relationships, and prospects.  

 Perform other duties as assigned. 

 

ESSENTIAL REQUIREMENTS: 

 

 Ability to work well with internal staff and external vendors. 

 Ability to plan, organize and prioritize work, while managing multiple deadlines. 

 Ability to give and receive information by telephone, electronically, and in person. 

 Ability to clearly communicate verbally and in writing with volunteers, vendors, 

supervisor, film lab students, the media, designers, and board/committee members. 

 Ability to use computerized word processing, spreadsheet, social media platforms, 

and e-mail with proficiency. Design software a plus. 

 Ability to maintain a high degree of accuracy and attention to detail. 

 Ability to use sound judgment in decision-making, and to work independently. 

 Ability to work occasional nights and weekends. 

 

QUALIFICATIONS: 

 

 Bachelor’s degree in marketing, communications, business or related field, or 

equivalent work experience. 

 Minimum of five years work experience in marketing, communications, design, 

performance venues, or customer service, preferably in non-profit environment. 

 Experience working remotely. 

 

 

 

 

 

I understand the responsibilities and requirements of this position. 

 

 

_____________________________________ __________________ 

Employee Signature     Date 

 

 

Updated on 1/28/18 


