SARASOTAOPERA

Job Title: Marketing Coordinator
Location: Sarasota Opera, Sarasota, FL
Department: Marketing

Reports To: Director of Marketing
Employment Type: Full-Time

Position Summary

The Marketing Coordinator supports the Director of Marketing in executing and monitoring
the annual marketing strategy. This role oversees the department’s logistical and
administrative functions, including invoicing, budget tracking, listings management,
website updates, CRM and audience segmentation, and public relations initiatives. The
Marketing Coordinator also represents the department at events and performances and
provides support across a range of marketing activities.

Key Responsibilities
CRM & Audience Segmentation Management
¢ Maintain and update audience segmentation lists in Tessitura and Prospect2 for
email and direct mail campaigns.
¢ Pull and prepare new marketing lists and refine existing ones in coordination with
the Director of Marketing.
¢ Manage database accuracy and integrity.
¢ Oversee Prospect2-Tessitura integration settings.

Community Engagement & Representation
¢ Represent Sarasota Opera at community events and outreach opportunities, as
required.
e Serve as a Marketing representative at several performances during peak seasons
(evenings/weekends in Oct—-Nov and Feb—Mar).
¢ Maintain and update event listings and print collateral across local media outlets
and Chambers of Commerce.

Website Management
¢ Maintain and update website content, including performance information, Box
Office hours, and program pages.
e Build and update annual opera production pages.
e Support other departments with website updates as needed.
e Coordinate with the web host and IT team to troubleshoot issues and enhance
functionality.

Tracking Budget & Invoicing
¢ Maintain the marketing budget tracker, ensuring accurate and timely entry of
expenses.
¢ Monitor spending and assist in optimizing resource allocation.
e Provide regular budget updates to the Director of Marketing.
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¢ Process invoices promptly and accurately.

Administrative & Operational Support
¢ Manage departmental administrative and organizational tasks.
¢ Maintain internal files and archives, including cast files, program books,
photography, videography, and other assets in Dropbox.
e Support cross-departmentalinitiatives, including concert program creation,
printing, and coordination of materials such as the Libretto donor newsletter.
e Assist with additional projects and initiatives as needed.

PR & Communications Support

« Draft weekly/bi-weekly e-calendars and the monthly “In the News” emails.

¢ Monitor media coverage and update website press and news sections.

e Draft press releases.

e« Maintain press and media comp ticket lists; coordinate ticketing needs with the Box
Office.

¢ Coordinate new patron and subscriber communications, including seasonal seat
notecards.

Qualifications

e Bachelor’s degree in Marketing, Communications, or related field.

e 2-4years of marketing coordination experience, preferably in the arts or
entertainment industry.

e Strong organizational and project management skills.

e Proficiency with CRM systems (preferably Tessitura), email marketing platforms
(preferably Prospect2), and basic graphic design tools (ie, Canva).

e Excellent written and verbal communication skills.

e Ability to manage multiple priorities in a fast-paced environment.

e Passion for the performing arts and commitment to Sarasota Opera’s mission.

Salary:
$40,000 - 43,000, commensurate with experience. Health and insurance benefits including

a 403(b) plan are available.

To Apply:

Send your resume, a cover letter explaining your interest and salary requirements, and the
names and contact information of three references to soajobs@sarasotaopera.org with
“Marketing Coordinator” in the subject line. No phone calls. All applications are welcome,
but only those who are being considered will be contacted. The deadline for applying is
Monday, October 5.

Sarasota Opera is an Equal Opportunity Employer and does not discriminate based on
race, color, national origin, religion, ancestry, sex, age, familial status, marital status,
sexual orientation, gender identity and expression, disability, or genetic information.



https://www.sarasotaopera.org/

