
	
Marke'ng	and	PR	Manager	 	 	
Status:	Full-'me	 	 	 	

Horizon	Theatre	Company	is	looking	for	a	fast-paced,	smart	individual	with	marke?ng	and	sales	savvy	
and	a	background	in	theatre	who	is	seeking	an	opportunity	to	lead	and	grow	all	facets	of	marke?ng/PR/
sales	for	a	professional	contemporary	theatre.			Horizon	is	commiEed	to	new	and	recent	plays	and	raising	
up	the	voices	of	women	and	ar?sts	of	color.		

Qualified	candidate	will	have	a	minimum	of	3	years	post-college	work	experience	in	marke?ng,	sales,	
communica?ons,	and	public	rela?ons.	Excellent	wri?ng,	copy	wri?ng,	communica?on,	social	media	and	
e-marke?ng	skills	are	a	must.		Candidate	should	be	flexible	and	have	the	ability	to	organize,	execute	and	
evaluate	an	integrated,	mul?-faceted	marke?ng/PR	campaign.			Other	skills	sought	include:	basic	graphic	
design	(Canva	or	more	advanced),	website/Word	Press,	photography,	videography,	database	
management	(Tessitura),	and	exper?se	with	Word/Excel/	Office	programs.				Candidates	should	also	have	
a	strong	interest	or	background	in	theatre,	a	natural	inclina?on	for	sales	and	marke?ng,	interest	in	
crea?ve	ways	to	reach	audiences,	and	interest	and	ability	to	analyze	patron	data	to	drive	and	track	
growth.			Salary	$30K-$40K,	depending	on	experience,	plus	health	insurance.			Not	an	entry-level	
posi?on.	

Qualified	candidates	should	send	a	le:er,	resume,	3	references,	samples	of	wri'ng	and	any	design/
social	media	materials	(can	be	documents	or	links),	and	salary	requirement	to	
jobs@horizontheatre.com.	No	phone	calls.	Please	put	MARKETING	SEARCH	in	the	subject	line.	
Documents	a:ached	should	be	Word	compa'ble	or	PDF.	

Overview	of	Du,es:	Plan,	coordinate	and	direct	all	of	Horizon’s	sales,	marke?ng	and	public	rela?ons.	

Planning,	Leadership,	Goals	
• Work	with	execu?ve	leadership	on	planning,	coordina?ng,	and	direc?ng	all	of	Horizon’s	marke?ng,	

public	rela?ons,	sales	and	audience	development.		
• Generate	audience	 for	Horizon	Theatre	Company,	mee?ng	or	exceeding	?cket	sales	goals	 for	each	

show	by	promo?ng	and	marke?ng	Horizon's	plays	and	programs	(including	main	stage	and	remount	
shows,	off-night	events,	educa?on	programs,	and	fundraising	events).	

• Maintain	 and	 increase	 Horizon's	 subscriber	 base	 through	 subscrip?on	 campaigns	 and	 regular	
communica?on	with	subscribers	through	e-mail,	mail,	phone	and	other	methods.	

• Maintain	and	increase	the	age	and	racial	diversity	of	Horizon's	audience.	
• Maintain	high	level	of	audience	sa?sfac?on	and	engagement	with	Horizon.	
• Analyze	past	sales,	adver?sing	and	marke?ng/pr	campaigns	to	determine	effec?veness	of	strategies	

used	and	recommend	future	ac?on.	
• Create	and	manage	the	calendar	for	the	marke?ng/PR	department,	ensuring	all	deadlines	are	met	

by	Horizon	staff	and	contractors	
• Manage	 appren?ces,	 interns,	 volunteers,	 vendors	 and	 part-?me	 staff	 as	 needed	 in	 execu?ng	

marke?ng	and	public	rela?ons	tasks.		Recruit/hire/train	such	volunteer	and	paid	staff	as	needed.	
• Manage	a	board/volunteer	audience	development	and	community	engagement	commiEee.	

Sales,	Marke'ng,	Promo'ons	
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• Generate	marke?ng/sales/promo?on/PR	plan	for	each	show	and	project	(a]er	planning	with	theatre	
leadership)	 and	 for	Horizon’s	 ins?tu?onal	 growth	with	guidance	of	execu?ve	 leadership	and	 input	
from	staff	and	ar?sts.			

• Develop	and	execute	strategies	to	reach	specific	targeted	audiences	for	each	show	and	program.	
• Create	and	implement	weekly	(or	more	frequent)	updates	to	the	plan	to	reach	weekly	sales	goals.	
• Create,	implement	and	grow	e-marke?ng	program	including	crea?on	of	e-blasts,	social	media,	paid	

internet	adver?sing,	and	web	presence	for	Horizon.	
• Create	engaging	 content	 for	 social	media	 and	e-mail	 pla`orms	 through	 research,	 talking	 to	 ar?sts	

and	staff,	taking	photos	and	video.	
• Supervise	 and	maintain	updated	 content	on	website,	with	weekly	updates	 to	 the	home	page	and	

show	pages.	
• Manage	 the	 design,	 copy	 wri?ng,	 prin?ng	 and	 distribu?on	 of	 all	 collateral	 materials	 (print	 and	

electronic	 mailers,	 flyers,	 posters,	 ads,	 playbills,	 and	 billboards)	 in	 conjunc?on	 with	 the	 graphic	
designer	and	vendors.	

• Manage	 the	 placement	 and	 execu?on	 of	 all	 print	 and	 electronic	 adver?sing	 (paid,	 pro	 bono,	
sponsorship),	including	with	bloggers	and	related	brands.			

• Manage	publicity	photo	and	video	shoots,	securing	and	supervising	needed	talent	
• Secure	group	sales	and	promo?ons	 for	all	Horizon	plays,	as	well	as	maintain	group	sales	database	

with	current	contact	informa?on.	
• Secure	 non-profit,	 business	 and	media	 partners	 or	 other	methods	 to	 increase	 our	 reach	 into	 the	

community	and	fill	houses	for	Preview	performances.	
• Create	new	partnerships	with	 individuals,	small	businesses,	corpora?ons,	and	founda?ons	that	are	

essen?al	to	furthering	the	Marke?ng	and	Development	goals	of	the	theatre.	
• Manage	all	rela?onships	with	all	third	party	?cket	vendors	who	are	marke?ng	partners	

Public	Rela'ons	
• Create	all	press	releases,	calendar	lis?ngs,	news	ar?cles	and	radio/TV	announcements	
• Secure	press	and	media	coverage	for	all	Horizon	plays,	events,	and	ac?vi?es.	
• Organize	and	document	all	sales,	marke?ng,	and	public	rela?ons	ac?vi?es,	including:	

▪ Maintain	 an	 electronic	 archive	 of	 all	 reviews,	 ar?cles	 and	 significant	 press	 men?ons	 for	 the	
theatre	

▪ Maintain	accurate	records	of	contacts	made	and	results	for	each	show.	

Community	Engagement	
• Coordinate	the	Community	Engagement	ac?vi?es,	displays,	and	volunteers	for	each	produc?on.	

General	du'es		
• Par?cipate	in	daily/weekly	staff	mee?ngs	
• Organize	and	document	all	Marke?ng	and	PR	ac?vi?es.	
• Work	with	the	administra?ve	staff	to	create	and	maintain	customer	service	policies	and	procedures.	
• Maintaining	 rela?onships	 with	 press	 and	 media,	 marke?ng	 volunteers,	 community	 partners	 and	

group	and	organiza?onal	leaders.	
• Par?cipate	in	“staff	duty”	several	weekday	evenings	during	the	run	of	each	show.	
• Serve	as	a	member	of	the	Horizon	Theatre	Company	staff	by	par?cipa?ng	in	special	events,	Opening	

Night	Par?es,	and	PR	events.	
• Sell	?ckets	when	needed.	
• Complete	other	du?es	as	assigned.


