
 
 

   
 

Greenville Symphony Association 
Marketing Assistant 

 

REPORTS TO: Marketing and Communications Manager 

HOURS/WEEK:  

• 20 hours office work week, plus concerts, special, and community events  
• Part-time 

KEY RESPONSIBILITIES 

• Traffic Manager: Timelines, track projects, planning, coordinating 
• Data Management: Pulling reports, filling out trackers, list requests from PC 
• Implementation Support: Post content, assist in content creation as directed 
• Concert Duty: approximately 12-15 concerts per season 
• Other duties as assigned 

Qualities 

• Enthusiasm for and knowledge of the performing arts 
• Ability to think creatively and devise innovative solutions to challenging problems 
• Detail- and results-oriented; highly organized with a close eye for detail and a commitment to 

fulfilling the full project management cycle  
• Strong project management skills and the ability to manage multiple complex projects 

simultaneously 
• The ability to work effectively under deadlines 
• Ability to work autonomously as well as to take direction as needed 
• Maturity, discretion, integrity, high energy, creativity, and cultural sensitivity, able to work effectively 

in a high-profile arts institution 
• Outstanding interpersonal skills, great customer service 
• Self-motivated, with strong organizational skills 
• Ability to work evenings and weekends  

Requirements 

• High school diploma required 
• Experience with Excel 
• Non-profit or performing arts experience desired but not required 
• Proficient in the use of traditional, digital, and social media 
• Experience with Outlook and Office 360 suite including Powerpoint 



 
 

   
 

• Experience with graphic design software such as Canva, Figma, and/or Adobe Creative Cloud 
(desired but not required) 

• Excellent written and verbal communication skills 
• Ability to work collaboratively with colleagues in a team environment 

 

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS 

• Use of an office phone, computer and internet is required 
• Must have a valid driver's license and own transportation 
• This job will be based in Greenville Symphony’s offices in downtown Greenville 
• A cell phone and remote access to e-mail and office files are required, as many tasks take place 

offsite 
• Ability to occasionally carry materials or signage 

 

ABOUT THE GREENVILLE SYMPHONY 

As an educational and cultural ambassador for Greenville and South Carolina, the Greenville Symphony 
Orchestra (GSO) is a resource that builds community by providing excellence in live musical performance, 
educating minds, and engaging our community through the unifying power of music.  

A core roster of 67 professional musicians perform over 30 public ticketed concerts annually at venues 
including the Peace Center, the Peace Center Gunter Theatre, and at various venues across the region. The 
Greenville Symphony has been the anchoring cultural offering of the upstate for more than 75 years.  

Our programs are designed for every age and listener. Annually, the orchestra offers more than 100 free 
events that serve 25,000 people in the South Carolina Upstate. Our board, orchestra musicians, and 
leadership are passionate about supporting and promoting our local music teachers, and our community 
arts partners like the SC Children’s Theatre, the Greenville Chorale, International Ballet, Greenville Youth 
Chorale, Sigal Music Museum, Greenville County Youth Orchestra, and the Carolina Youth Symphony.  

As the Greenville Symphony continues to evolve with a rapidly growing Greenville, we are investing in high 
quality musicians and staff, enriching programmatic offerings, and enhancing community impact through 
educational engagement.   

 

HOW TO APPLY 

Send resume to Jessica Satava, Executive Director, at jsatava@greenvillesymphony.org 

mailto:jsatava@greenvillesymphony.org

