3 CULTURAL OFFICE
CCPPR OF THE PIKES PEAK REGION

Program Manager, Cultural Promotion & Tourism

The Cultural Office of the Pikes Peak Region is a nonprofit local arts agency committed to building a thriving
community united by creativity in El Paso and Teller counties of Colorado. Learn more at CulturalOffice.org.

The Cultural Office is a champion of activities, programs and philosophies that break down barriers to the arts,
respect risk-taking and artistic freedom, enhance our community’s unique identity, commit to excellence and
education, and, importantly, are genuinely inclusive of all people regardless of race, religion, ethnicity, sexual
orientation, gender identity, age, physical/mental abilities, and geography. Candidates who can contribute to
our goals of advancing inclusion in the arts are encouraged to apply and to identify their strengths in this area.

DESCRIPTION OF POSITION:

The Program Manager of Cultural Promotion & Tourism builds local and tourist arts audiences, and the Pikes
Peak region’s visibility as an arts destination. This role leads the Cultural Office’s largest program by budget,
reach, and revenue generation, overseeing PeakRadar.com in partnership with the Coordinator of Operations &
Communications. The Program Manager also serves as a thought leader in arts marketing and cultural tourism
through convening, writing, and speaking. Success in this highly visible role requires strong communication,
sales, and networking skills, and finesse in relating strategically with diverse stakeholders.

REPORTING RELATIONSHIP:
This position reports to the Executive Director.

RESPONSIBILITIES INCLUDE, BUT ARE NOT LIMITED TO:
e Program Management

- Monitors the annual Cultural Promotion & Tourism program budget.

- Evaluates program success with qualitative and quantitative methods, and steers the program to
success on the relevant KPIs of COPPR’s service contract with the City of Colorado Springs and
various program grants. Meets regularly with the Coordinator to ensure program results and
alignment of efforts to achieve intended outcomes.

e Partnership Management

- Stewards partnerships to advance the cultural destination & PeakRadar.com, including:

o PeakRadar.com’s contracted partnerships that drive earned and contributed revenue for COPPR,
involving digital advertising, syndicated event feeds, and revenue-sharing initiatives and
retaining those partners. Responsible for the majority of earned revenue in this category, with
support from Coordinator on joint ad selling to meet annual goals.

o Represents local arts & culture on committees for broader initiatives/campaigns in collaboration
with regional and state partners, i.e. America 250/Colorado 150, Olympic City USA, etc.

- Develops & leads a new membership program that will deliver advanced marketing services to help
cultural attractions succeed. The program model is largely built and ready for an entrepreneurial,
strong leader to bring it to life. *This is anticipated to be 50-60% of the position.

o Each year, spearheads forward-thinking marketing strategies to increase attendance and
visibility for member attractions.

o Supports centralized tools to empower members’ own marketing and brands within the larger
message of a vibrant arts destination.

o Recruits members and retains them with high-touch customer service and industry expertise.

o Tracks financials and evaluative outcomes to grow the new program over time.



https://www.culturaloffice.org/programs/#tourism
https://www.culturaloffice.org/

- Achieves the Partnerships outlined above through personable, authentic sales skills, with emphasis
on proactive outreach, presenting value propositions, negotiating agreements, overcoming
objections, securing commitments, and pipeline development, all in a spirit of service to the field.

Arts Marketing Strategy

- Leads campaigns for the Pikes Peak region cultural destination (overall) and PeakRadar.com
(specifically) in coordination with diverse partners.

o Designs campaign strategy in coordination with a team of contractors in marketing, social media,
SEO, graphic design, etc. Aligns marketing strategy with regional and statewide initiatives and
high-impact collaborations.

o Manages content and editing for the Local Arts Guide insert for The Gazette each October.

o Occasionally consults with local arts groups to support their arts marketing projects.

Thought Leadership

- Publicly represents the Cultural Office and PeakRadar.com on panels, in media, and at public
speaking opportunities as a thought leader on cultural promotion, audience development, and
tourism.

- Writes thought pieces and op-eds to advance thinking about arts tourism & arts marketing for local
media and partner platforms.

- Responsible for convening quarterly Arts Marketer Mixers and 1-2 other events annually to advance
the field (professional development workshops, panels, summits, etc.)

Media Pitching and Tours

- Generates positive media coverage of the Pikes Peak region cultural scene from local, regional, and
statewide outlets by organizing pitch meetings and occasional media tours, building relationships
with journalists and platforms, and pitching timely arts stories in collaboration with PR contractors.

LART Panel Review

- Serves as a panelist for review of applications in the Arts & Culture Destination category for funding
from the Lodging & Automobile Rental Tax (LART) program of the City of Colorado Springs.

Supports the Executive Director in strategy, content, community presentations, and special initiatives.

Supports other projects of the Cultural Office, as needed.

ALL-STAFF RESPONSIBILITIES

We appreciate the arts and participate regularly in local arts & culture in diverse ways.

We set a leadership standard of excellence for the local creative sector.

We are a community of learners. We encourage a growth mindset in each other, and we pursue
professional development through the time and budget dedicated to each of us by the Cultural Office.
We seek to listen and engage authentically with each other and the community we serve.

Each of us demonstrates concretely that we are advancing the first declaration of the Arts Vision 2030
Cultural Plan (also part of the COPPeR Strategic Plan): We must empower a JUST, INCLUSIVE AND
EQUITABLE Pikes Peak region. We commit to holding doors open for one another, including all voices,
and advancing historically underrepresented artists, creatives, and audiences in our communities.

STRATEGIC ALIGNMENT:

Aligns with all 4 goals of the Cultural Office Strategic Plan. Aligns with Arts Vision 2030 Declaration 4:
ARTS DESTINATION. All positions align with Declaration 1 JUST INCLUSIVE & EQUITABLE.

QUALIFICATIONS:

REQUIRED: 5+ years’ experience in communications/marketing, member relations, nonprofit management,
or business, preferably in a related industry.

REQUIRED: Competence with WordPress, working knowledge of SEO and Google Analytics.
PREFERRED: Demonstrated sales or business development experience.


https://www.culturaloffice.org/wp-content/uploads/2022/05/COPPeR_Strategic_Plan_2022.pdf
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e PREFERRED: Formal degree or certifications in marketing, communications, or arts administration.

e PREFERRED: Existing connections and/or involvement in the local creative community.

e Self-directed, strategic thinker with passion for community engagement and uplifting our region.

e Excellent writing, editing, and speaking skills.

e Comfort and competence with technology and the ability to learn and operate office software, including
familiarity with Al for productivity. Software utilized regularly will include Microsoft Office 365 with
Copilot, WordPress, Constant Contact, Google Analytics. Ongoing training will be available.

e Spanish language proficiency is a plus.

e *NOTE: All staff members of the Cultural Office must reside within its service area of El Paso & Teller
counties of Colorado, to ensure our relevance as champions and experts for those we serve.

COMPETENCIES:

e Self-motivated, organized, professional, and adaptable.

e Interpersonal skills to successfully work with a wide range of individuals and groups from culturally and
geographically diverse communities within our region.

e Ability to meet deadlines, manage multiple tasks simultaneously, prioritize duties, and work independently
as well as part of a team.

e Ability to think and work creatively.

MINIMUM PERFORMANCE STANDARDS:

e All Cultural Office employees are responsible for promoting the mission of the organization and
maintaining a voice to advocate passionately for arts & culture — and for the Cultural Office specifically.

e All employees must follow branding and communications standards established for the organization.

e We cultivate a healthy, respectful office culture and expect our team to represent the brand professionally in
both action and appearance. Office dress is typically creative business casual, business as necessary.

e All employees are expected to maintain high standards of productivity, cooperation, attendance, and
efficiency, whether working from the office, or remotely.

e Weekend and evening work duties may occasionally be necessary.

e A reliable personal vehicle for transportation to the office, and other regional events, is required.

PHYSICAL REQUIREMENTS AND FREQUENCY:

e Requires the use of office equipment, such as computers, telephones, copiers, etc.

e Requires corrected vision and hearing to normal range, as well as speaking on the phone and in public.
e Requires eye-hand coordination and manual dexterity for the completion of work-related tasks.

e Requires prolonged standing and/or sitting.

SALARY, HOURS & BENEFITS:

Full-time, salary of $65,000 annually. Exempt. General work schedule is 9AM-5PM Monday-Friday (in person
at the Downtown Colorado Springs office, with flexibility for limited remote work); evening and weekend work
will occasionally be required. Benefits include health insurance, an annual professional development budget,
generous paid holidays, vacation leave, sick leave, and parental leave. Finalists for the position will be given
additional details.

TO APPLY:

Applicants should email a 1-page cover letter AND a 1-2-page resume to info@CulturalOffice.org with the
subject line, “APPLICATION.” Applications will be accepted for as long as the position is live on
CulturalOffice.org. We hope to hire this position promptly.



mailto:info@CulturalOffice.org

