
Luther Burbank Center for the Arts 
Job Description 

   
 

Job Title:  Marketing Associate 
Department:         Marketing 
Reports To:          Director of Marketing  
FLSA Status:        Non-Exempt 
Revised Date:  June 2019  
 
  
Summary 
The Marketing Associate provides graphic design and project management for the Marketing 
Department supporting the Luther Burbank Center for the Arts. 
 
Primary responsibilities include the following. Other duties may be assigned. 

 Serve as in-house graphics coordinator, utilizing templates and design standards created 
by outside design firms as well as creating new materials from inception. Produce 
marketing collateral including newspaper ads, postcards, banners, fliers, ad-mats, 
newsletters and posters, web graphics and animated digital ads, as needed and 
requested.  

 Coordinate graphics needs for other departments: Rentals, Programming, Development, 
Education and Community Engagement, and Operations. 

 Coordinate and manage projects for Marketing, ensuring all projects stay on track for 
timely completion, set timelines, compiling and coordinating resources and stakeholders. 
Provide regular updates to Director of Marketing regarding project status, potential risks, 
and areas for improvement. 

 Create and implement graphics needs for campus usage: directional signage, letterhead 
and envelopes, concession menus, promotional materials, donor recognition. 

 Coordinate the printing of all marketing and promotional collateral (i.e., securing quotes 
from printers, delivering artwork, quantity detail, billing, delivery, logistics, etc.). 

 Build, coordinate and schedule e-mail blasts, primarily from the Marketing Department, 
and often providing these services to other departments including Development.   

 Coordinate and design most member communications, especially related to new show 
announcements and member pre-sale periods. 

 Support all marketing efforts, including direct mail, e-mail, web, print, radio & TV, as 
needed. 

 Strategize with Associate Director of Marketing for seasonal campaigns (print and digital), 
reserve with outside vendors and create materials needed.  

 Manage the electronic freeway billboard including handling departmental requests from 
throughout the organization. 

 Create and update webpages using WordPress, including new performances, ECE 
programs, news stories, and sponsor logo recognition. 

 Provide general administrative support for Marketing, including coordination of master 
calendar, billing and tracking expenses, shipping/mailing, ordering supplies, etc.  

 Coordinate production, creation and printing of Patron Program, Quarterly Brochures, 
quarterly CEO letter and other ongoing collateral. 

 Organize and manage materials online for outside vendors, using Hightail.com, 
Dropbox.com or FTP websites.  

 Download, manage and organize art and photos from performance photographer and 
performers. Edit using Photoshop, and create digital art for new performance webpages. 

 Strategize with Associate Director of Marketing (or other departments) on email and postal 
mail communications and timeliness of sending these materials to the target audience. 

 
 



Supervisory Responsibilities                       
This job has no supervisory responsibilities. 
 
Qualifications 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
 
 
Education and/or Experience                       
Associate's degree (A. A.) from two-year college or technical school; or three to five years related 
experience and/or training; or equivalent combination of education and experience.  Graphic 
Design training and experience required. 
 
Critical Skills 

 Demonstrated experience with current industry standard tools for graphic design and web 
development (i.e. InDesign, Photoshop, Illustrator, DreamWeaver, WordPress and 
Acrobat). 

 Exceptional organizational skills. 

 Outstanding interpersonal and communication skills; ability to articulate ideas clearly, 
concisely, and persuasively in both written and oral format.   

 Ability to write reports, business correspondence, and procedure manuals.   

 Comfort working in a PC environment, including thorough knowledge of computer 
operations and standard software including Microsoft Word, Excel, and PowerPoint.  

 Ability to solve practical problems.   

 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule 
form. 

 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals.  

 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 

 Strong and precise attention to detail, and multi-tasking skills. 

 Ability to deal with last minute deadlines, in a constantly changing environment. 

 Team player with a "can-do attitude.” 
 
Preferred Skills 

 Creative and journalistic writing skills, familiarity with AP style. 

 Basic understanding about the FTP process, website operations, and social media 
platforms. 

 Interest in, or experience with the arts. 

 Interest in trends in technology and social media. 
 
Measures of Success 

 Quality, accuracy, timeliness on all critical projects. 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions of the job. 
 
The Luther Burbank Center for the Arts is committed to creating a diverse work environment 
and is proud to be an equal opportunity employer.   
 
To apply:  
Send cover letter and resume to HR@lutherburbankcenter.org  

mailto:HR@lutherburbankcenter.org

