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POSITION TITLE:
MARKETING & COMMUNICATIONS MANAGER
DEPARTMENT:

COMMUNICATIONS & PUBLIC RELATIONS
ACCOUNTABLE TO:
SENIOR MANAGER OF MARKETING & COMMUNICATIONS 
STATUS:


EXEMPT
Primary Objectives of the Position:

Promote New Orleans as one of the best destinations in the U.S. through proactive pitching, organizing press trips, and coordinating and managing marketing assets for New Orleans & Company’s communication channels.
Support New Orleans & Company in providing proactive, strategic marketing, communication and public relations assistance to all internal departments.

Major Areas of Accountability:

Media Relations

· Work with national and international media by assisting with story development, press trip coordination (accommodations, tours, meals, attractions, transportation when necessary) and follow-up after their visit. 
· Lead local media relations for the organization, while also pitching the destination and trend stories to national, regional and trade media. 

· Coordinate interviews, and draft and provide talking points.
· Curate press kit, welcome packet, and gift items given to VIP media 
· Travel to key media markets to pitch destination features through media appointments and events. Participate in weekly calls with our PR agency of record to strategize and lend support. 
· Assist journalists with inquiries about New Orleans via phone or email. Provide information, suggestions, contact information and story development to journalists with questions about New Orleans.
· Track media interactions and coverage to contribute to the Communications Department’s quarterly goals.
Marketing 

· Photography/Videography – Lead and manage photo/video assets, including contracts and shoot schedules. Plan and continue to update New Orleans & Company’s photo/video assets, supply images for marketing pieces (e.g. Annual Report, Marketing Plan, City Video, Visitor Guide, etc.), and maintain Widen (our digital asset management system) as well as the internal archive.
· Work with NOTMC and New Orleans & Company’s Membership team on marketing materials, such as the Official Visitors Guide.
· Support the Director of Communications with project management of the annual Marketing Plan, including coordination with all internal departments.

· Create and update content for NewOrleans.com. Assist all other departments to ensure the business sections of the website are up to date and robust.

Project Management

· Coordinate in-market and out-of-market VIP media events including venue selection, partner integration and media invitations.
· Lead large projects such as Be a Tourist in your own Hometown, COOLinary and National Travel & Tourism Week.  Duties include create a paid media plan, manage campaign budget, create press materials, pitch local, regional and national media outlets, manage website, manage social media content, etc.

Additional duties

· Play an active role in New Orleans & Company’s crisis communication plan, including maintaining the website in weather emergencies, create contact lists for email blasts, format and distribute email blasts, be on call to support PR team.

· Attend local press conferences and events when necessary to represent New Orleans & Company.

· Manage New Orleans & Company’s PR Council providing useful tourism updates and serving as a tourism convener through quarterly meetings.

· Light travel may be required to represent the New Orleans & Company at industry events and professional development opportunities.
· Available after hours and on the weekends when hosting a journalist in town
· Perform other duties and projects, as assigned.

Education and/or Experience:

Bachelor of Arts (BA) degree or Bachelor of Science (BS) degree from four-year college or university and at least five years of experience. Strong writing, editing and organizational skills are required for this position.

Computer Skills:

Must be proficient in Microsoft or similar. Knowledge of spreadsheets and database programs, desired.

Language Skills:

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of customers or employees of the organization.

Mathematical Skills:

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 graphs.

Reasoning Ability:

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instruction furnished in written, oral, diagram, or schedule form.

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; and use hands to finger, handle or feel objects, tools, or controls; reach with hands and arms; and talk or hear. The employee is required to stand and walk. The employee must occasionally list and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, distance vision, peripheral vision, and depth perception. Must be able to travel by air plane and operate a vehicle.
Work Environment:

The working environment is typical for an office and does not require exposure to difficult or hazardous conditions. This position will require some travel including overnight stays.

Disclaimer Statement:

The above is intended to describe the general content of and requirements for performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements and does not imply a contract.

New Orleans & Company provides equal employment opportunities to all employees and applicants for employment without regard to race, color, religion, gender, sexual orientation, national origin, age, disability, genetic information, marital status, or status as a covered veteran in accordance with applicable federal, state and local laws. New Orleans & Company complies with applicable state and local laws governing non-discrimination in employment in every location in which the organization has facilities. This policy applies to all terms and conditions of employment, including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training. 

