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Marketing/Public Relations Coordinator
Location: Houston, TX
Description: The Immanuel and Helen Olshan TEXAS MUSIC FESTIVAL® (TMF) seeks a dynamic, creative individual to fill a multifaceted internship/part-time position in Marketing/Public Relations from mid-January – July 1, 2022. 
Reporting to the General Director and the festival’s Public Relations Consultant, the Marketing/Public Relations Coordinator will have the following responsibilities:

· manage the creation of marketing/publicity materials, ads and press releases by utilizing the TMF Marketing Plan, which was created and implemented by a Houston-area marketing professional
· research, contact, and manage partnerships for inserts, flyers, group sales and special events 
· gather photos and bios of conductors, soloists and participants
· manage production of insert fliers and distribution
· coordinate conductor, guest artist and other media interviews 
· manage updates/promotions on TMF website and social media pages
· maintain and organize press clippings
· serve as PR liaison with local news media and coordinate ticket giveaways

· photograph master classes, rehearsals and outreach concerts

The Marketing/PR Coordinator will also assist the General Director with writing and proofreading of program information and may also be required to assist in operations at the performances in a variety of roles.
While experience in any or all of the above areas is desirable, the competencies and/or experiences that will best suit a potential applicant include:


1. Excellent verbal and interpersonal communication skills in representing the 
festival. 2. Excellent written communication skills. 3. Knowledge of, and a 
passion for, classical music/live performance. 4. Ability to follow marketing plan 
as developed by Marketing Consultant. 5. Ability to successfully prioritize and 
organize tasks, and follow them through to completion. 6. Attention to detail 
7. Ability to work under pressure with multiple deadlines while maintaining a 
positive outlook and sense of humor.  8. The qualified applicant must have 
reliable transportation, a valid State of Texas Drivers License and housing 
in the 
Houston area. 9. Ability to effectively manage festival Facebook and Twitter 
accounts.
Preferred Qualifications:  1. Strong marketing skills with an interest in classical music/live performance.  2. Strong computer skills including Microsoft Office and database management (Mac preferred) 3. Bachelor’s degree completed OR in progress with studies in marketing OR music with a marketing/business/arts administration focus. 4. Ability to produce short videos for social media promotion.
Compensation: This position will be part-time, approximately 5 –10 hours per week starting in mid-January 2022 and will increase to full time, approximately 30 – 40 hours per week from May to July 1, 2022. A flexible schedule is required, including availability during evenings and weekends throughout the festival. Compensation is commensurate with experience and competitive for non-profit businesses. 

This is an entry-level internship/part-time position; a completed bachelor’s degree is not required, although studies should be in progress or candidate should hold an equivalent degree.

To apply, please submit a brief cover letter and resume by email to: tmf@uh.edu Please put "Marketing/PR Coordinator" in the subject line. Applications by telephone will not be accepted. DEADLINE TO APPLY IS DECEMBER 15, 2022.
About the Organization Founded in 1990, the Immanuel and Helen Olshan TEXAS MUSIC FESTIVAL® (TMF) is a non-profit organization, based at the University of Houston’s Moores School of Music, dedicated to providing exceptional music training for young professional musicians on the cusp of their careers. Each summer, TMF hosts a five week program for 350+ students the Houston area and throughout the world. TMF’s annual Concert Series presents nearly twenty concerts throughout the city of Houston, TX featuring TMF students and faculty. Additional public offerings total nearly 50 events presented during the festival. 

Additional information on TMF can be found at www.tmf.uh.edu
