
 
 
      
JOB DESCRIPTION 
 
Job Title:  Web & Digital Media Associate 
Reports to:  Communications Manager  
Classification:  Full-time, Exempt 
Salary: Commensurate with experience, plus full benefit package (paid vacation and 

sick days; health, dental, and flexible spending; life and disability insurance; and 
403(b) retirement plan) 

State Date:  Immediate 
 
 
SUMMARY:  
The Web & Digital Media Associate is primarily responsible for the ongoing maintenance of the Minnesota 
Opera website and digital marketing efforts, and plays a supporting role in content creation and content 
dissemination via social media platforms. The main objectives will be to ensure timely delivery of content 
online, to increase revenue and patron engagement, to develop and execute social media strategies, research 
upcoming trends and apply them proactively, and to continue to build and advance the Opera’s brand 
through online properties. 
 
RESPONSIBILITIES: 

 Oversee and update Minnesota Opera’s website. 

 Work with contracted Web Consultant and Communications Manager to ensure website is up to date 
and user friendly. 

 Execute website improvements with regard to SEO and lead generation. 

 Work collaboratively with internal teams to build and execute digital marketing strategy. 

 Assist in the planning, creation, and distribution of social media for all of Minnesota Opera platforms 
including (but not limited to) Facebook, Twitter, Instagram, Pinterest, YouTube, LinkedIn, and 
Snapchat in order to drive awareness, and lead engagement and conversation. 

 Oversee e-communications deployment and data management using MailChimp. 

 Support and protect the Minnesota Opera brand by ensuring positive and relevant messaging. 

 Identify and help maintain industry best practices, laws, and new technology techniques in digital 
marketing and e-commerce. 

 Track, analyze, and report on performance of website and social media. 

 Interface with various departments in gathering communications materials. 

 Manage online press room including online press releases and photo assets. 

 Assist in the management of general communications and public relations as needed. 

 Other duties as assigned. 
 
QUALIFICATIONS: 

 Entry-level position in web design, multimedia, and digital marketing. 

 Fluency with Wordpress and social media. 

 Knowledge of analytical tools such as Google Analytics and Google AdWords. 

 Proficiency in Microsoft Office Suite required; experience in InDesign, Illustrator, Adobe 
Photoshop, and video-editing software a definite plus. 



 Strong ability to research, troubleshoot, and analyze data. 

 Excellent written and graphic communication skills. 

 Strong attention to detail, creativity, and knowledge of information technology. 

 Ability to establish priorities and to plan and monitor own work plan. 

 Ability to prioritize, multi-task, and work independently and in cross-departmental teams in a fast-
pace, deadline-driven environment. 

 College degree or an equivalent combination of education and experience. 

 Passion for the arts. Working knowledge of opera and/or classical music preferred. 
 
TO APPLY: 
 
Please send electronic resume and cover letter by August 1, 2016 to: 
 
Minnesota Opera 
Attn: Eric J. Broker 
620 North First Street 
Minneapolis, MN 55401 
employment@mnopera.org 
 

Minnesota Opera is an Equal Opportunity Employer 
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