
 

 

Vacancy Advertisement 
 

 AN EQUAL OPPORTUNITY EMPLOYER 

 
THIS IS NOT A FEDERAL POSITION 
 
OPENING DATE: April 8, 2014  CLOSING DATE:  May 20, 2014 
 

POSITION TITLE    ORGANIZATION     
          
Marketing Assistant                    Center for Folklife and Cultural Heritage  

                     Smithsonian Folkways Recordings                   

 

Salary: Commensurate with experience (starting at $38, 363)                     

 

DUTY LOCATION: Washington, DC  

 

POSITION TYPE (indefinite or temporary): Indefinite 

 
AREA OF CONSIDERATION: Open to all US Citizens, nationals and permanent residents. The Smithsonian provides 

reasonable accommodations to applicants with disabilities. If you need a reasonable accommodation for the 

application/hiring process, please call (202) 633 6450. 

 

ABOUT SMITHSONIAN FOLKWAYS RECORDINGS: Smithsonian Folkways is the nonprofit record label of the 

Smithsonian Institution, the national museum of the United States. We are dedicated to supporting cultural diversity and 

increased understanding among peoples through the documentation, preservation, and dissemination of sound. The label 

operates very much as any other independent label but with an educational mission centered on a large collection of 

recordings, which has expanded considerably since the original acquisition of Folkways Records in 1988. The Marketing 

and Sales department uses state-of-the-art techniques and technologies to disseminate recordings as widely as possible.  

 

JOB DESCRIPTION: Smithsonian Folkways Recordings is looking for a highly motivated, professional, flexible, 

hardworking, and disciplined individual for the full-time position of Marketing Assistant in our Washington, D.C., 

location. This is a fun, challenging position in a fast-paced environment.   

 
THE CHALLENGE: Find potential fans, intrigue them, and build a lasting relationship with them. Marketing at 

Smithsonian Folkways begins with music in its context, seeks curious listeners, then aims to create a long-term interaction 

with them. We love to acquaint interested listeners with musics that rarely find their way into the charts or onto radio; 

then reveal the stories behind those musics and the musicians who created them, connecting people with their own cultural 

traditions and those of others. We use all (legal and ethical) modern means to achieve this end. 

 
THE ROLE: Smithsonian Folkways Recordings is largely funded by revenues from sales. Our artists benefit from sales 

via royalties. The role of the Marketing and Sales team is to elevate awareness and the positive perception of Smithsonian 

Folkways Recordings’ collections using all physical and digital means resulting in increased sales. In this role, you will be 

expected to proactively seek cost-effective ways to improve Smithsonian Folkways’ presence in the global market, to 

service our media and distribution partners promptly and efficiently with the goal of increasing sales. A significant part of 

the job is in assisting the Marketing and Sales staff in setting and meeting scheduled milestones, executing day-to-day 

tasks, and delegating to interns and volunteers in order to meet deadlines. Each member of the team is vital to the success 

of the label and is actively encouraged to contribute new ideas and methodologies to achieve mission objectives.  

 

RESPONSIBILITIES: 
 Be an active and collegial member of the team that drives and executes our marketing sales strategy. 

 Support the Marketing and Sales department priorities in meeting deadlines and goals. 

 Define and develop innovative strategies and detailed plans to increase awareness and sales. 

 Drive positioning and key messages for product launches and promotions. 

 Become a music, systems, and industry expert (with respect to mission) for the Marketing and Sales team. 

 

Smithsonian Institution 
 

 



 
 
   

 Assisting Director of Marketing and Sales in daily activities to achieve Marketing and Sales department 

objectives. 

 Delegating tasks to and supervising interns and volunteers. 

 Recruiting interns and volunteers. 

 Responding to general inquiries to the marketing department and the Director of Marketing and Sales and 

independently resolving them where possible.  

 Handling administrative activities for the Director of Marketing and Sales and the department. 

 Researching and evaluating contractors to extend the capabilities of the marketing and sales department. 

 Analyzing systems and processes and recommending improvements to the Director of Marketing and Sales. 

 Creating marketing and sales materials as needed either internally or via outside contracts. These can include 

flyers, one sheets, posters, T-shirts, radio and TV ads, website banner ads, and mobile apps.  

 Ensuring that marketing materials are sent to media within the needed timeframe. 

 Occasional travel to conferences and trade shows for purposes of sales and marketing. 

 Serving as day-to-day point of contact with publicity contractors. 

 Assisting in marketing to radio stations. 

 Assisting with direct marketing activities (email newsletter, social media campaigns, surveys). 

 Coordinating delivery of new album assets to distributors and media. 

 Assisting with artist relations. 

 Maintaining marketing release and milestone calendar. 

 Assisting with cross-Smithsonian marketing to other units of the Institution. 

 
REQUIRED QUALIFICATIONS: 

 Excellent verbal and written communication skills with copywriting, editing, and report-writing experience. 

 Good administrative skills and ability to manage upwardly. 

 Good organizational abilities including prioritizing multiple tasks (some urgent), setting and meeting milestones 

and deadlines. 

 Experience with project management. 

 Team player with collegial attitude. 

 Attention to detail and meticulous skills for design especially related to brand identity. 

 Self-motivated and takes responsibility/ownership of tasks. 

 Personable and engaging personality. 

 Computer skills including MS Office, Internet, social networks, graphic design software such as Photoshop, 

Illustrator, and InDesign (video editing would be an asset also). 

 Creative ideas for problem solving, improving processes, and marketing programs. 

 High level of phone etiquette and people skills. 

 Good research and analytical skills. 

 Knowledge of music industry, marketing, and sales practices. 

 Knowledge of general business practices. 

 Anticipates needs, takes initiative, and creates efficient and effective processes. 

 Thinks creatively, proactively, strategically, and analytically. 

 Flexible and adaptable, comfortable in changing situations. 

 Willing to travel (rarely exceeds 5% of time). 

 

DESIRED (NOT REQUIRED) SKILL: 
 Fluency in Spanish and/or other languages. 

 

REQUIREMENTS: 
 

 At least 3 years job, educational, or volunteer experience related to music marketing/sales/customer service 

preferably with an e-commerce component. 

 Must be knowledgeable about the Internet, online shopping, e-commerce systems, online selling, and marketing 

technologies and strategies and customer service. 

 Good organizational and analytical skills as well as outstanding written and oral communication skills. 



 

NOTE:  The Smithsonian does not recognize academic degrees from schools that are not accredited by an accrediting 

institution recognized by the Department of Education. Any applicant falsely claiming an academic degree from an 

accredited school will be subject to actions ranging from disqualification from Smithsonian employment to removal from 

Smithsonian service.   However, an educational degree is not required and may be substituted with experience.  

 

In addition to the qualifications described above, applicants will be further evaluated by Evaluation Factors.  
Applicants are strongly encouraged to specifically address the factors described below. 

 

Evaluation Factors: (These factors are not mandatory to be considered for a position, but will be used to determine who 

are the highest qualified candidates.)   

 Minimum of 3 years experience in sales and/or marketing (preferably music industry) with successful track record 

of increased sales. 

 Ability to organize and prioritize multiple tasks in fast-moving environment and to communicate ideas clearly and 

concisely both orally and in writing. 

 Experience with computer software programs, MS Office, e-mail, the Internet, enterprise database/e-commerce 

systems, professional graphics software. Ability and willingness to learn specialized software, to perform tasks 

requiring repetition and physical exertion including standing for long periods, walking, reaching, bending, and 

lifting heavy objects (as much as 50-70 pounds). Willingness to travel. 

 

NOTE:  RELOCATION EXPENSES WILL NOT BE PAID.   
 
How to Apply: 
 

The Smithsonian Institution does not require a standard application form, but we need certain information to evaluate your 

qualifications. You may apply using a resume and provide any supporting documentation describing your qualifications 

for this position. Clearly describe in your resume or application your work experience, education and/or training as it 

relates to this vacancy. It is very important that you fully address how your work experience and education/training meets 

the specialized experience requirement. The Evaluation Factors are not mandatory but are used to determine who the 

highest qualified candidates are. Therefore, it is to your benefit to provide a full description of your experience, 

education/training relative to the job requirements of this vacancy. Veterans may apply but do not have preference under 

this announcement. 

 

Applications must be received by the closing date and may be submitted in the following ways: 
 

E-mail: 
smithsonianfolkways@si.edu with subject: Marketing Assistant                

(Word/PDF formatted  attachments)   

 

Mail:  
Smithsonian Folkways Recordings 

P.O. Box 37012, MRC 520 

600 Maryland Ave., SW, Suite 2001 

Washington, DC 20013-7012Fax: 202-633-6754 

 

Hand Deliver or FEDEX: 
600 Maryland Ave SW, Suite 2001 

Washington, DC 20024-2520         

mailto:smithsonianfolkways@si.edu

