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ABC MUSEUM


POSITION DESCRIPTION


DIRECTOR OF MARKETING AND RESOURCE DEVELOPMENT

REPORT TO:  Executive Director 

WORK HOURS:  Full time

OVERVIEW:  Responsible for planning and implementing a marketing plan designed to increase earned revenue through general admissions, memberships and paid admissions to special Museum programs and events.  Additionally, the Director of Marketing and Resource Development will be responsible for planning and implementing a comprehensive fund raising program designed to provide significant contributed income to the ABC Museum.  

RESPONSIBILITIES:  

A.
Marketing and Public Relations

Manage all public relations to mass media, child care and education media, trade publications and other relevant media; write, edit and disseminate press releases; manage maintenance of accurate media list, press clippings file and photo file; manage crisis communications; manage photo-opportunities and media events.


Manage all promotions including coupon placement and tracking, production and dissemination of promotional materials, manage marketing-related events.


Manage all advertising; research potential media outlets, handle ad placements; purchase and place public services advertising; manage creation and production of ads.


Pursue, secure and manage media and corporate marketing sponsorships and cross-promotions.


Manage production of all marketing-related publications, including newsletter, annual report, brochures, direct mail pieces.


Manage marketing research and tracking efforts.


Other duties as assigned to strengthen the ABC Museum's marketing efforts and increase earned income.

B.
Resource Development

Encourage volunteer input while developing and implementing a comprehensive fund raising strategy.  Such a strategy may include annual fund drives, capital/endowment campaigns, memorial/honorary giving programs, grantsmanship, planned giving programs, personal solicitation programs, phone campaigns, mail campaigns, media campaigns and special events when appropriate.


Oversee the maintenance of detailed, accurate donor and prospect records for financial reporting and solicitor report purposes.


Provide volunteers with plans, information and support services needed to be effective fund raisers.  Furnish volunteers with time-lines, structures, presentation materials and orientation.


Together with volunteers and/or appropriate staff, directly participate in the solicitation process.


Consult and advise on all fund raising activities.


Provide the information necessary to set fund raising goals.


Administer a donor acknowledgment and prospect cultivation program.


Together with the Executive Director, prepare grant applications to government funders, corporations and foundations.


Other duties as necessary to increase contributed income.

KNOWLEDGE, SKILLS AND ABILITIES:  


Exceptional language skills, both oral and written.


The ability to handle multiple high priority activities simultaneously.


A high degree of interpersonal competency:  the ability to work well together with a diverse group of volunteers, staff, consultants, board members, printers and graphic artists.


Computer literate and able to produce simple yet attractive word processed materials when needed.  Knowledge of WordPerfect preferred.


Education and relevant experience in communications, marketing, public relations and/or fund raising.  The ABC Museum realizes that few applicants or employees will have all the education or experience necessary to handle this complex job, and therefore it is committed to providing continuing education experiences for the employee's growth.

