
 
1 

Movement Research is Hiring 

 

Media & Communications Manager 

  

Applications will be accepted until the position is filled. 

Interviews to take place the weeks of July 3 and 10, 2018 

Position starts the week of July 30, 2018 

 

Media & Communications Manager is a 20 hour/week, part-time hourly position at Movement 

Research. 

Compensation is $18/hour. 

Employee contribution 403(b) plan is available. 

Employee receives free access to Movement Research classes and selected workshops. 

Schedule is anticipated to be 4 days per week in the office. 

 

To apply, please email the following materials to work@movementresearch.org with “Media & 

Communications Manager” in the subject line: 

Resume 

Cover letter 

Name, title, organization, email and phone number for two to three professional 

references. 

If available, please include 2-3 writing samples and 1-2 graphic design samples and specify your 

contribution/role in their creation. Suitable writing samples include print or digital marketing material, 

press releases, social media campaign (with URL and hashtags), website copy.  

 

Movement Research continuously seeks to engage a more diverse and inclusive participant body and 

strives to recognize individuality and create equal opportunities for all, regardless of race, class, 

gender, ability, ethnicity, sexuality or age. MR is committed to maintaining a strong connection to an 

existing diverse community of experimental artists and audiences, while at the same time expanding 

its definition of experimentation to more broadly include working within and pushing the boundaries of 

all movement-based forms. Movement Research recognizes the incredible need to diversify the range 

of aesthetics, cultural and socio-economic backgrounds represented on NYC stages and strongly 

encourages applications from individuals aligned with this vision. 

 

Email inquiries only, please; no phone calls. 

 

Media & Communications Manager Responsibilities 

 

MEDIA AND COMMUNICATIONS MANAGER is a part-time position, and reports to EXECUTIVE 

DIRECTOR Barbara Bryan and works in tandem with MEDIA AND COMMUNICATIONS 

ASSOCIATE Alice Ashton 

 

Print Marketing 

○ Interface with graphic designer and oversee creation, production and distribution of all 

major printed marketing materials including brochures, season calendars, special event 

postcards, etc. 

○ Collect brochure content (bios, descriptions and photos) and confirm teaching dates with 

all faculty 

○ Support Programming Staff by organizing in-process schedule (using Excel and Google 

Sheets) 
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Web Marketing 

○ Oversee maintenance of MR website (Craft CMS) 

■ Oversee publishing of new content  

■ Maintain up-to-date information 

■ Design web interfaces for ticketing, artist opportunity applications, workshop 

registration and payment (Jotform & TiTo) 

○ Oversee and maintain social media and web presence 

■ Maintain consistent & engaged social media presence 

■ Maintain online listings 

■ Oversee creation of blog content (Medium) 

○ Oversee design and schedule e-blasts 

■ E-blasts include Weekly, Monthly, Special Events, Artist Opportunities, MELT, 

Festivals, etc 

■ Work with Development staff to strategize, design and enact individual 

giving campaign(s) 

■ Maintain mailing lists in Mailchimp 

○ Design and schedule press releases 

  

Publications & Advertising 

○ Act as Production Liaison for Performance Journal (MRPJ) and coordinate distribution and 

mailing 

○ Solicit incoming advertising 

○ Solicit and Manage all PJ Sub subscriptions and orders 

  

Graphic Design 

○ Gifs and photo collages for online marketing 

○ Design MR ads for placement in external print and web-based publications 

○ Printed program design for the annual MR gala 

 

Audio, Video and Photo Archive 

○ Manage production of video, editing, archiving and live streaming 

■ Manage event documentation (book videographers and photographers) 

■ Work with Media Intern to archive all video and photo documentation and 

disseminate to artists, and to publish excerpts to YouTube & the Movement 

Research Blog 

○ Oversee production of podcasts (Adobe Audition) 

■ Support Programming Staff when events are live streamed 

○ Maintain comprehensive and organized archive of incoming photo, video and audio 

○ Maintain working knowledge of photo, video and audio archives 

■ Oversee and maintain MR yearbooks and archives 

  

Management of Office Interns with Media and Communications Associate 

○ Office interns assist with many of the tasks listed above. The Marketing and 

Communications Associate must be able to train and oversee the following interns: 

■ Archival Intern (digital management of the MR Audio, Photo, and Video Archives, 

cataloguing, labeling) 

■ Communications Intern (weekly eblasts, online listings, social media, website) 

■ Festival Intern (brochure and marketing) 

■ MR Performance Journal Archives and Subscriptions Intern (subscriptions, sales, 

advertisers lists, distribution, and archives) 

■ Social & Incoming Media Intern (social media, photo/video processing, website) 

 

Additional Administration 

● All staff are required to contribute office coverage support, which includes greeting 

visitors and fielding phone inquiries. 

● All staff are required to periodically attend Movement Research public events and to 

serve as administrative staff support to the event coordinators. 
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Qualifications 

● A minimum of 3 years relevant experience in a professional field (not-for-profit and/or 

performing arts fields is a plus, but not required). 

● Exceptional copy-editing skills and attention to detail, strong communication, writing and 

organizational skills. 

● The ability to work both independently and as part of an administrative team. 

● Knowledge and/or interest of national and local performing arts is a strong asset. 

● Experience with Mac platforms and social media platforms required. 

● Preferred candidates will have previous experience with website design, graphic design, 

marketing. 

● Familiarity with the following a plus: Photoshop, inDesign, iMovie, FinalCut Pro, Adobe 

Soundbooth or other photo, video and audio software, as well as online platforms such as 

MailChimp, Hootsuite, Medium, and Craft CMS. 

 

 

 

Movement Research (MR) is one of the world's leading laboratories for the investigation of dance and 

movement-based forms. Valuing the individual artist, their creative process and their vital role within 

society, Movement Research is dedicated to the creation and implementation of free and low-cost 

programs that nurture and instigate discourse and experimentation. Movement Research strives to 

reflect the cultural, political and economic diversity of its moving community, including artists and 

audiences alike. 

  

Founded in 1978, Movement Research has influenced the evolution of contemporary dance languages 

through the programmatic work it has initiated as well as the community of artists that it serves. The 

organization plays a critical role by providing a supportive and fertile environment for research and 

experimentation. Work by national and international choreographers seen on the main-stages today 

has been informed by the ongoing rigorous investigations that have taken place under the aegis of 

Movement Research platforms over the past three decades. Building on this venerable legacy, 

Movement Research is dedicated to the creation and implementation of free and low-cost community 

programs that: Bring a diverse, intergenerational community of artists and audiences together in an 

ongoing exploration of new dance and movement-based ideas-in-progress; Encourage and inform 

artists' innovative work that is later produced on larger presenting organizations' stages and in 

non-traditional venues, here and abroad; Stimulate and disseminate dialogue and interactions within 

and across new dance, other art forms and the civic community, and in the intersection of art and 

social engagement. 

  

Movement Research’s core programs serve over 17,000 interactions annually, providing a responsive 

infrastructure for support; a home for work-in- development; and hub for dialogue and artist-driven 

initiatives. Programs include: Classes & Workshops; Work-in- Process Performances; Dialogue Series, 

Publications; Festivals; Artist-in- Residence Program; Dance Makers in the Schools; International and 

National Exchanges; and Subsidized Rehearsal Space. MR strives to continue to evolve as an inclusive 

platform for all artists and audiences and is dedicated to supporting research as vital artistic work. 

 


