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Marcus Performing Arts Center
Position Description

Job Title 	               Public Relations and Communications Manager
Department		Marketing and Communications
Reporting To		VP of Marketing and Communications  
FLSA Status		Exempt 
Employment Status 	Full-Time 
Direct Report(s)	None 

JOB SUMMARY	
Working with the Vice President of Marketing and Communications and the marketing team, the Public Relations and Communications Manager is responsible for maintaining and positively positioning the public image of the Marcus Performing Arts Center through local, national, and international media placements, new media, self-generated content and storytelling, and by influencing a range of platforms including the Center’s social media and website.  This person is also responsible for day-to-day media operations and the execution and monitoring of earned media placements in accordance with institutional branding to result in increased awareness of, and engagement with a fostered larger audience base and increased ticket sales and community awareness. 
The Public Relations and Communications Manager will also work directly with artist management and the Marcus Center’s Programming and Education and Marketing teams to create artistic and program announcements, leveraging publicity opportunities, driving media cultivation, and determining positioning of institutional news and issues.
ESSENTIAL DUTIES AND RESPONSIBILITIES
· Work with the Marketing team, and external PR partners, coordinate the implementation of messaging across paid, earned, and owned channels. 
· Build and maintain relationships with local and national media representatives to secure coverage for events and initiatives. 
· Generate compelling content for press releases, blog posts, and social media that articulates the organization’s mission and events.
· Pitch stories to journalists that highlight the organization's impact on the community and the arts.
· Contribute to and generate new ideas that will continue to elevate MPAC’s presence in the community via a variety of outreach and communication channels. 
· Analyze the effectiveness of public relations campaigns through metrics and reporting to assess impact and make data-driven decisions.
· Research and write news releases, pitches, statements, and talking points for the media.
· Continuously explore new platforms, practices and strategies to broaden MPAC’s visibility and engagement with its stakeholders, the media and the general public. 
· Serve as project lead on the creation of MPAC’s show programs (print and digital).
· Develop and implement crisis communication strategies to address potential public relations emergencies.
· Provide media training to staff and artists to prepare them for interviews and public appearances.
· Serve as first line of contact on issues management topics and assist with crisis communications. 
· Provide timely external communication counsel to MPAC’s executive leadership team.
· Identify internal and external resources needed to complete projects. 
· Develop and maintain strong working relationships with external vendors 
· Coordinate media ticket requests for shows, greeting media and attending performances as needed to ensure effective relationship building.
· Increase public awareness and understanding of MPAC’s commitment to inclusive arts programs, education impact, community engagement through earned media coverage, institutional content and digital and print channels and publications.
· Maintain archive of press releases, photo and video assets for quick reference and historical purposes.

This job description provides the general nature and scope of responsibilities for this position. Please note other duties and responsibilities may be assigned or removed at any time
QUALIFICATION REQUIREMENTS	
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or abilities required.  

Education and Experience
· Minimum of five years’ experience public relations, communications, or a related field, preferably within the arts or nonprofit sector.
· Excellent interpersonal skills; outstanding writing and editing skills.
· Foundational understanding of communication principles, media relations, and marketing strategies is crucial.
· Hands-on experience with media outlets and managing press coverage.
· Proven track record of creating and implementing successful PR campaigns.
· Proven ability to manage multiple projects, timelines, and stakeholders efficiently.
Knowledge, Skills and Abilities 
· A commitment to the arts and arts education
· Ability to be appreciative of diverse perspectives, and a commitment to the organization’s initiatives regarding racial equity, diversity, and inclusion (REDI)
· Display curiosity, comes up with useful ideas that are new, better, or unique; Introduces new ways of looking at problems; Can take a creative idea and put it into practice; Encourages diverse thinking to promote and nurture innovation.
· Collaborate, work cooperatively with others across the organization to achieve shared objectives; Represents own interests while being fair to others and their areas; Partners with others to get work done; Credits others for their contributions and accomplishments; Gains trust and support of others
· Display tech comfort by anticipates the impact of emerging technologies and makes adjustments; Scans the environment for new technical skills, knowledge, or capabilities that can benefit business or personal performance; Rejects low-impact or fad technologies; Readily learns and adopts new technologies. 
· Be responsive, readily takes action on challenges, without unnecessary planning; Identifies and seizes new opportunities; displays a can-do attitude in good and bad time; Steps up to handle tough issues
· Display change agility by dealing comfortably with the uncertainty of change; Effectively handles risk; Can decide and act without the total picture; Is calm and productive, even when things are up in the air; Deals constructively with problems that do not have clear solutions or outcomes 
· Ability to collaborate, cooperate, interpret, and communicate information that is not always straightforward – and is sometimes received at on a short turnaround timeline 
· Ability to compose, write, and edit documents with appropriate grammar, punctuation, sentence structure, clarity, and creativity 
· Ability to proofread and correct written work 
· Ability to collaborate, cooperate, convince, persuade, probe, negotiate, position, and communicate information in a presentation/public setting 
· Ability to adapt to changes in programing, timelines and schedules 
· Proficient in Microsoft Office Suite (Excel, OneNote, Outlook, PowerPoint, Publisher, and Word) 
· High degree of sensitivity for confidentiality 
· Ability to handle multiple tasks and varying workload. 
· Ability to anticipate and plan for the unexpected. 
· Ability to work effectively in a collaborative/team setting. 
· Ability to demonstrate positive, proactive, and self-motivated behavior 
· Ability to develop timelines, meet deadlines, and archive information in an organized manner. 

WORK ENVIRONMENT / JOB SPECIFICATIONS	
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

Primarily perform work in a shared office environment. While performing the duties of this job, the employee is required extensively to sit and operate, handle or touch objects, tools or controls. Occasionally move around the office and access or use computers, office equipment, and other pertinent supplies, space or equipment used to perform the duties of the position. Work with frequent interruption. The employee is frequently required to talk or hear and requires close vision. The employee is occasionally required to stand, walk, stoop, kneel or crouch and lift up to 20 lbs. Must have reliable transportation to travel to offsite businesses for events, programs, meetings, etc.  

The noise level in the work environment is usually quiet.  
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