	[image: image1.wmf]
	Marketing and Production Coordinator

	The West End Cultural Centre is a dynamic, not-for-profit arts organization enriching the lives of artists, audiences and the community through the sharing of music and culture.

The West End Cultural Centre seeks a full-time Marketing and Production Coordinator to facilitate and implement the marketing and promotions of the centre and to coordinate production for West End Cultural Centre events. 
Reporting to the General Manager, the selected candidate will work with the Programming and Administrative staff of the organization and will be expected to:
· Develop and implement a marketing and promotions strategy for all West End productions

· Complete biographic material on performers for use on the website and in press releases

· Coordinate a promotion schedule and write detailed press releases for specific West End shows/events

· Coordinate print ads, media, and the printing and distribution of seasonal calendars
· Check all newspaper and online entertainment listings for accuracy

· Prepare programs for each West End performance

· Assist the Artistic Director with duties such as arranging accommodation and hospitality for performers

· Work with the Artistic Director to ensure efficient scheduling of all rentals.  

· Ensure rental contracts are completed accurately and paid in full.

· Mentor renters to host their own shows. Provide support for stage management, volunteer management, media releases, etc.  

An exciting opportunity for a leader whose strengths include creativity, teamwork, communication and interpersonal skills. Candidates should have a strong knowledge of music in a variety of genres, marketing and communications experience and experience in production or event management.  A post-secondary education in the arts or a related discipline as well as a background in non-profits is an asset.
Interested candidates should apply with a resume and cover letter no later than August 9th, 2010 to hr@wecc.ca.
We thank everyone for their interest, however, only those selected for an interview will be contacted. The West End Cultural Centre encourages diversity in all aspects of its operations.




