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Job Description: Coordinator of Marketing and Membership 
Hours:  Full-Time
Benefits:  As specified in the Employee Handbook of the Museum

Reports to: Executive Director

Job Summary: 

The Coordinator of Marketing and Membership promotes dynamic communication and membership services at the Museum. The Coordinator is responsible for promoting programs, exhibitions, and special events that support the Museum’s mission. 

As a vibrant member of the staff at the Shenandoah Valley Discovery Museum, the Coordinator of Marketing and Membership builds relationships, some of which result in new or expanded partnerships and collaborations.  S/he helps to spearhead museum communications that promote attendance and membership growth. S/he thinks strategically and helps to expand target markets, thereby achieving the mission of the Museum. S/he also serves as a valuable member of the Museum’s Marketing Committee.
Responsibilities
Duties include but are not limited to:

1.  Implements a comprehensive marketing plan in conjunction with the Board and Director.
2.  Helps to expand the museum’s market and crafts communications (newsletters, promotional announcements, advertisements) to increase visitorship.

3.  Maintains regular reports on marketing activities illustrating progress on short and long term goals. 
4.  Helps to design and post web-based and social media marketing opportunities. 
5.  Advertises special events and participates in external marketing opportunities.
6.  Ensures proper acknowledgement of donors and donations. 

7.  Coordinates museum membership enrollments, promotions, and benefits. 
8.  Helps to recruit volunteers and to oversee marketing assistance to progress communication and advancement objectives. 
9.  Represents the museum regionally and nationally to develop relationships that help to market and cross-market the Museum. 

10.  Helps to prepare and manage annual budget requests for marketing.
11.  Participates in professional meetings, associations and conferences. 

12.  Contributes to a culture of open communication and spirited collaboration among all members of the museum staff, board, and volunteers.

13.  Other duties and responsibilities as required. 

Physical Demand & Work Environment:
Travel to promotional venues as well as meeting with media representatives can occupy up to 30% of Coordinator work hours. Work may at times include lifting/ moving objects weighing up to 50 lbs. and climbing ladders and step stools. This active, hands-on working environment is dependent on a strong team orientation, a high level of personal motivation, excellent communication and public relations skills, and the ability to create a positive visitor and donor experience.
Qualifications: 

· Ability to cultivate and nurture relationships with various media persons.
· Working knowledge of Microsoft, Graphic design programs, Social Media, Mail Chimp, Blackbaud’s Altru CRM, and Internet programs.
· Fine writing and speaking skills – effective communicator in print and in speech.
· Strong interpersonal skills interacting with the public in a professional and courteous manner, which reflects favorably on the museum. Also strong public speaking, presentation, and facilitation capabilities. 

· Excellent organizational skills, ability to manage calendars, program budgets, and assistants.

· Detail oriented, able to multi-task and complete projects on time.
· Ability to interact successfully in a management role with staff and volunteers (includes some supervisory expertise), working collaboratively to create an efficient, enjoyable and productive work environment.
· Fun-loving spirit with an affinity for swarms of children.

· Mission-driven, energetic, collaborative, creative, adaptive and flexible. 

Organization Summary:

The Shenandoah Valley Discovery Museum is one of only seven children’s museums in the state of Virginia (and 342 worldwide!)  Through a rich variety of interactive, hands-on exhibits and educational programs, the Museum plys its mission to spark curiosity and inspire learning through exploration and creative play.  It is one of the centerpieces not only of the Winchester community, but also of the larger Shenandoah Valley.  Since opening its doors in 1996, nearly one million visitors have enjoyed the Museum’s informal, fun, and play-filled learning environment. 

In May of 2014, the museum moved its location from the pedestrian mall in downtown, historic Winchester to a renovated building on Cork Street. The four-fold increase in education space results in fourteen primary exhibitions and in a large array of educational programs. Established as an independent, non-profit educational organization with 501(c)3 tax status, a Board of Directors provides oversight for the fulfillment of the museum’s mission. Please see:  www.discoverymuseum.net  
To download the application, go to  http://discoverymuseum.net/about-us/
Application Instructions:
Interested and qualified candidates can submit a resume, application and cover letter (applications with all 3 submissions will be given preference) by  Saturday, 9 February 2019 to mbraun@DiscoveryMuseum.net 

*The Shenandoah Valley Discovery Museum provides equal employment opportunities to all, without regard to race, color, religion, sex, national origin, age, disability or genetics.

Shenandoah Valley Discovery Museum

19 W. Cork St.             Winchester  VA         22601
Phone: 540.722.2020
www.DiscoveryMuseum.net
