Wrchestramiami

Elaine Rinaldi, Founder and Artistic Director
PO Box 7598

Miami, FL 33255-7598

The position of Public Relations Assistant is a project-based, part time position. The qualified candidate
will have the ability to be organized and self-motivated, possess excellent communication skills, and has
knowledge of basic computer skills (Word, Excel, Outlook); must have access to a phone line and
internet connection and must have a mode of transportation for site visits and meetings. The Public
Relations Assistant works closely with Orchestra Miami’s PR Representative (Eloise Rodriguez, Bristol
PR?) and Artistic Director of Orchestra Miami, Elaine Rinaldi. Duties include, but may not be limited to,
the following:

* Oversee OM’s Guerilla Marketing Campaigns, i.e. postcard distribution after opera
performances and other chosen events

* Maintains responsibility for hiring hourly help for said Guerilla Marketing efforts (Craigs List
Help)

* |dentifies locations and creates a database of places to put posters/postcards

¢ Assists with OM’s bulk mail efforts; i.e. working with volunteers, delivering mail to bulk mail
facility

* Oversees group marketing efforts; i.e. contacts groups (churches, clubs, etc) to make them
aware of Porgy & Bess production, and facilitates the purchase of blocks of tickets.

* Assumes responsibility for the purchase and delivery of tickets to groups

* Maintains database of group sales

* Assists in the creation of the Constant Contact eblasts

Interested applicants should send a letter of inquiry and resume to Artistic Director Elaine Rinaldi,
erinaldi@orchestramiami.org.

Orchestra Miami is an equal opportunity employer.

Orchestra Miami, Inc. is a 501(c)(3) public charity as defined in internal revenue code section 509(a)(1). Your
contribution is 100% tax deductible. Orchestra Miami, Inc. is registered to solicit contributions with the State of
Florida, Registration No. CH23955.

A copy of the official registration and financial information may be obtained from the Division of Consumer Services
by calling toll-free (800) 435-7352 within the state, or (850) 488-2221 from outside Florida. Registration does not
imply endorsement, approval or recommendation by the state.



