
 

 

COMMUNICATIONS ASSOCIATE 
 
OVERVIEW: Facilitate Marketing and Communications Functions of SAM’s Communications 
Division. 
 
FLSA STATUS: Exempt, Part-Time  REPORTS TO: Senior Marketing Manager 
 
ESSENTIAL FUNCTIONS: 

1. Manage the design and production of marketing materials & collateral from start to finish, 
such as publications, brochures, invitations, ads & signage; including working with other 
departments to identify communication goals for marketing materials, briefing the design 
team on project goals, copywriting/editing, image acquisition, routing for approvals, rights 
& reproductions, establishing and maintaining production timelines, and establishing and 
monitoring project budgets. 
 

2. Work closely with other members of the Communications team and with other departments 
to plan and facilitate museum marketing strategies and campaigns, promotions, and events 
for SAM’s educational and community outreach programs, acting as primary marketing 
communication project manager for the following programs:  

a. School and Educator – develop annual plan to promote SAM’s programs for teachers 
and students and manage development of associated materials, including but not 
limited to the project management for the design and production of annual School 
and Educator program brochure, direct mail to teachers, and signage for Education 
events held at SAM locations. 

b. Kids and Families – develop annual plan to promote SAM’s programs for kids and 
families and manage development of associated materials, including but not limited 
to the project management for the design and production of quarterly Kids programs 
brochures, ads in publications aimed at parents, promotion of Community Days, 
signage and programs for events.   

c. Teens – develop annual plan to promote SAM’s programs for teens and manage 
creation of associated materials, including but not limited to project management for 
brochures, posters, ads and online advertising to promote Teen Night Out, Art Lab 
and Design Your Hood. To include developing signage and programs for Teen 
events.  

d. Adult Public Programs – develop annual plan to promote SAM programming for 
adults across all three SAM locations, including regular “happening” print ads and 
online advertising for identified events.  

e. Gardner Center – act as liaison with Gardner Center team to coordinate promotion of 
Asian Art Museum programming.  
 

3. Work with Digital Media and Public Relations to facilitate web presence, social media 
presence and press coverage for the SAM educational programming outlined above.  
 

4. Attend and represent marketing at the bi-weekly Education / Communications meeting.  
 

5. Work closely with new Education Director to develop creative and innovative approaches 
to marketing SAM’s diverse educational programming.  

 
6. Monitor and measure performance of marketing efforts designed to promote SAM’s 

educational programming and suggest refinements to efforts to increase engagement. 
 

7. Manage cross-promotional relationships with partner organizations related to SAM’s 
Educational programming listed above.  



 

 

 
8. Manage the Marketing budget related to the programming listed above.  

 
9. Coordinate various meetings; prepare required materials and provide requested follow-up.  

 
10. Assist with promotional support for other Educational programming, including Remix, 

Summer at SAM, SAM Lights and Winter Weekends.  
 

11. Other projects as assigned. 

 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. BA/BS in marketing, communications, public relations, or related field required. 
2. Four or more years as a project manager within an agency or design firm or within a 

Marketing/Communications function.   
3. Experience working with creative teams (graphic designers, writers, digital media 

specialists) 
4. Excellent oral and written communication skills; ability to communicate effectively 

and to project a professional image when giving and taking information in writing, in 
person, and over the phone; editing and proofreading experience highly desired.  

5. Demonstrated proficiency and accuracy using MS Office products, including Word, 
Excel, Access, Outlook, and other software programs.  

6. Able to work independently and in a team setting with a high level of initiative, 
creativity, tact and professionalism.  

7. Ability to maintain strict confidentiality. 
8. Able to take initiative, prioritize multiple competing tasks, and meet deadlines. 

Ability to work accurately with close attention to detail. 
9. Demonstrated ability to take a proactive approach to problem resolution; strong 

organizational & time-management skills.   
10. Ability to adhere to Museum policies and to support management decisions in a 

positive, professional manner. 

 
The Seattle Art Museum will consider reasonable accommodations for those applicants with disabilities who 
may need a reasonable accommodation to perform the essential functions/duties.    Please contact the 
Human Resources Department for additional information. 
 
Seattle Art Museum is committed to diversity and inclusion.  Qualified individuals who bring diverse 
perspectives to the workplace are especially encouraged to apply. 
 
 

TO APPLY:   Please visit http://www.seattleartmuseum.org/about-sam/careers for specific instructions on how to 
submit your cover letter and resume.   
 
Deadline: Open Until Filled 

http://www.seattleartmuseum.org/about-sam/careers

