
VIRGINIA ARTS FESTIVAL 
JOB DESCRIPTION 

 

TITLE:    Marketing Manager 

DEPARTMENT:  Marketing Department 

REPORTS TO:  Director of Marketing and Communications 

SUMMARY:  

 
The Marketing Manager will be responsible for managing the end-to-end creative execution process for 
digital and direct mail channels. The Marketing Manager manages (traffics) the timely and accurate 
execution of marketing materials in accordance with the department’s strategic plan.  These areas 
include:  brochures, print media, direct mail, social media, digital advertising and website maintenance. 
This role requires outstanding organizational skills and the ability to manage multiple projects 
simultaneously. The Marketing Manager reports directly to the Director of Marketing and 
Communications. 
 

RESPONSIBILITIES 

 

 Plan and execute internal and external marketing campaigns and projects; coordinate with 
copywriters, designers, vendors, and project stakeholders to implement campaigns from 
beginning to end.  

 Traffic approvals of marketing print projects. 

 Manage social media and digital paid campaigns (Meta, YouTube, Spotify, etc.). 

 Liaise with Design and Brand Manager on creative requests from other departments. 

 Monitor usage of marketing materials and analyze spend to determine appropriate budget 
allocation. 

 Work directly with Director of Tessitura Database and Development Operations Manager to 
utilize Tessitura software. 

 Cultivate and maintain optimal working relationships with marketing professionals and vendors 
to ensure best prices and good vendor relationships. 

 Manage production, ordering and installation of all Festival flags, truck wrap and banners. 

 Manage the direct mail process: research and procure targeted direct mail lists using Tessitura 
and trade lists, according to strategic plan; interact with vendors and the postal service; work 
with the Office Manager to track spending from the bulk mail account. 

 Schedule and monitor timely displays with venues. 

 Manage marketing interns, working together to create work calendar, assigned duties and 
evaluation.  

 Assist PR Director in the organic (non-paid) content creation and managing of VAF social media 
accounts (Instagram, Facebook, Twitter, TikTok, etc.). 



 Manage playbill scheduling and production, including estimates, design, production, printing 
and delivery of playbills; manage all paid, free or trade ads in playbills for sponsors and other 
institutional relationships. 

 Oversee archiving of Festival marketing materials, in coordination with Marketing Director. 

 Serve as liaison with community organizations as assigned. 

 Serve as marketing representative at select VAF performances. 

 Act as back-up website manager. 

 Other activities as assigned by the Marketing Director or Executive Director. 
 
REQUIREMENTS:  
 

 3-5+ years’ experience in marketing content management, creating marketing campaigns and 
reporting on results, performing arts experience a plus 

 Proficiency in Microsoft Office Suite (Excel, Word, Power Point, Publisher, Access), Acrobat, 
Adobe Creative Suite, Wordfly, and Tessitura (preferred) 

 Proficiency with social media platforms; Facebook certified (preferred)  

 Familiarity with estimating and managing print and direct mail 

 Must be able to work nights and weekends as needed 

 Must be able to sit, stand, walk, and lift/pull/push 25+ lbs 
 

 


