
FLINT CULTURAL CENTER CORPORATION 

601 E. Second Street 

Flint, MI 48503 

Job Posting 

Job Title: Marketing Assistant 

Location: The Whiting 

Reports To: Marketing and Communications Manager 

FLSA Status: Non - Exempt 

 

Job Description 

and  

Qualifications: 

General Description 

Performs professional work coordinating the execution of daily marketing operations of The Whiting.   

This is a part-time position averaging 25-30 hours per week.  

 

Responsibilities  

 Create content and manage The Whiting’s social media pages including Facebook, Twitter, 

and YouTube.  

 Manage paid Facebook advertising campaigns using Ad Manager. 

 Report monthly on the progress of social media pages. 

 Responsible for creative ways to market The Whiting using social media including ticket 

giveaway contests, creating videos, and utilizing video and photos taken during performances. 

 Responsible for sending e-blasts using Wordfly. 

 Ensure marketing projects are progressing and meeting established deadlines. 

 Provides creative marketing ideas and follows through with them to completion. 

 Complete production order forms for in house graphic designer according to the marketing 

plan. 

 Excellent writing ability to create copy for press releases and other marketing materials. 

 Submit events to online calendars and updating TheWhiting.com as needed. 

 Proofreading of all ad materials and press releases to ensure accuracy and style conformation. 

 Manage distribution vendor and schedule distribution of promotion material. 

 Once per month distribute material to various preferred restaurants and entities on The Flint 

Cultural Campus. 

 Ensure all promotional material within The Whiting is up to date, including posters, rack cards, 

and digital signage. 

 Maintain an organized archive of all promotional materials. 

 Order rack cards to be printed utilizing an online vendor, and printing posters using in house 

printer. 

 Arrange for backdrops and props for a patron photo experience at Whiting events. 

 Process invoices by designating an expense code and submits for signatures. 

 Assist with daily operation of the department and other duties as assigned by supervisor. 

 

Qualifications/Skills Required 

 Associates degree in related field and/or 5 years’ experience in Marketing, specifically Social 

Media, or an equivalent combination of education and experience. 

 The candidate must have outstanding computer skills, and be skilled in Microsoft Office.  

 Adobe InDesign and Photoshop, Website experience, video editing, and Wordfly a plus but not 

required.  

 Comfortable and willing to take photographs at Whiting events.  Expected to attend all Whiting 

Presents shows as well as special events, i.e. The Whiting New Years’ Eve Gala. 

 Experience creating email marketing campaigns a must 

 Experience managing professional social media pages using Facebook, Twitter, and YouTube are a 

must. 

 Strong written and verbal communication skills 

 Unfailing attention to detail and accuracy, effective problem-solving and reasoning skills are 

essential. 

 Must be an energetic self-starter, a team player and capable of handling multiple tasks 

simultaneously.   

 Must be able to work independently, act with sound judgment, anticipate job requirements, and 

prioritize tasks while meeting strict deadlines. 

 Ability to work flexible hours-including occasional nights, weekends and holidays. 

 Ability to lift and carry ten pounds. 

 Valid driver’s license and reliable transportation. 

 Knowledge of arts and culture preferred. 

Apply To: Email Resume to hr@fcccorp.org OR mail resume including references to: 

                          Flint Cultural Center Corporation 

                          Attention: Human Resources 

                          601 E. Second Street, Flint, MI 48503 

Date Posted: 11.15.17        Posting will remain active until filled  

The Flint Cultural Center Corporation is an Equal Opportunity Employer 

mailto:hr@fcccorp.org

