JOB SUMMARY
The Promotions Manager is an integral part of the success of the radio station. The Promotions Manager must be able to multi task as responsibilities range from hiring and managing part timers to planning and executing on-site events as well as timely and accurate reporting of internal and external reports and documents. This position reports to the Station Manager.
 
KEY RESPONSIBILITIES
Hiring:  The Promotions Manager is responsible for the hiring, training and managing of part time cast members and talent. (team leader for org comm.)
Event Facilitation: The position is responsible for planning, preparing and executing all events and on-site games for the station in market as well as out of market programs in Northern Virginia/Washington, D.C. and sometimes Hampton Roads. (Org Comm – event planning)
FCC: The position is responsible for planning, scheduling and managing the local Public Affairs Show to meet FCC requirements. In addition, the Promotions Manager completes with great detail the Quarterly PSA Report. (PR?)
Sales Promotions: The Promotions Manager requires creative thinking to assist sales team with cutting edge ideas. The position is also responsible for building and maintaining relationships with local media to promote and market (job fair) the station and events.
Generate Revenue 
Administrative Duties: The position requires internal and external reporting of documents such as time sheets, event calendars and web updates.
 
 
QUALIFICATIONS
 
Work Experience
Preferred
-     Previous radio and promotions and/or event planning
 
Skills & Abilities
Required
-      Dynamic and outgoing personality with detail orientation
-       Ability to multi task
-       Work effectively and efficiently in a small business environment
-       Proven organization and professional communication
 
Education
Required
-    High School Diploma or equivalent

 

Preferred
-    College Graduate
 
 
Licenses & Certifications
Required
-       None
  
 
Supervisory Responsibilities
-    Experience and ability to manage 8-10 cast members with a variety of different personalities 
      
 
Additional Information
-    Weekend and Holiday work required.
 

Job Location: Richmond, VA
Requisition ID: 271835
