
 
 

 

 
POSITION:   Sales and Marketing Assistant  
REPORTS TO: Director of Sales and Marketing/Event Marketing & Media 

Coordinator 
SUPERVISES:               N/A  
FLSA:   Non-exempt  
 
SMG, a world leader in venue management, marketing and development, began at the historic 
Mercedes-Benz Superdome in 1977.  SMG provides management services to more than 220 public 
assembly facilities including convention and exhibition centers,  arenas, stadiums, theatres, 
performing arts centers, equestrian facilities, science centers and a variety of other venues. 
 
Position Summary: 
Primary responsibility is to assist the Sales & Marketing team in the promotion of the venues and all 
events at the SMG-Managed Complex.  This includes, but is not limited to a variety of administrative 
duties, social media, email marketing, and the creation of ads and venue collateral.  
 
Major Responsibilities: 

 Coordinates efforts and works with Sales and Marketing department to update all social 
media accounts, including Twitter, Facebook, etc., both to promote events and inform the 
public of facility news.  

 Responsible for identifying significant events and arranging for photography & video for 
inclusion in media library. 

 Tracks special requests for exterior lighting on the Superdome and ensures no conflicts 
arise between concurrent events.   

 Assists in creating and implementing grassroots marketing to increase ticket sales for 
events at all venues. 

 Responsible for updating event graphics in weekly SMG advertisements. 
 Responsible for the creation of web banners for upcoming shows at the SMG-Managed 

Complex. 
 Responsible for updating elevator and suite signage at the Smoothie King Center based 

upon current event schedule.  
 Responsible for generating Google Analytics reports for all facility websites. 
 Responsible for generating email marketing reports in Ticketmaster Messenger. 
 Responsible for tracking traffic and providing reports for all marketing campaigns and 

online assets in Ticketmaster 360. 
 Writing copy for various marketing collateral, quarterly and annual reports and E-

newsletters. 
 Marketing efforts could include, but are not limited to: creation of sales collateral, 

presentations, direct mail, email campaigns, website updates, advertising and social media. 
 Assisting Sales personnel with administrative duties such as organizing lead sheets, 

maintaining client and vendor database, composing client thank you letters, etc.  
 Routinely update and create sales PowerPoints and all related sales collateral. 
 Maintain stock of all venue promotional client gift items and printed sales collateral.  
 Special projects as assigned – i.e. ordering and delivering client gifts, holiday cards. 
 Share in the responsibilities of coordinating and executing company hosted events 
 Other administrative duties as assigned. 
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Qualifications: 

 Excellent communication skills both verbal and written  
 Detail-oriented 
 Excellent organizational skills  
 Demonstrated Photoshop and/or InDesign Experience 
 Knowledge in Microsoft Office: Word, Excel, PowerPoint 
 Ability to multi-task with ease 
 Ability to physically move around the facility  

 
Education and/or work experience: 

 Bachelor’s Degree in marketing or communications preferred.  
 A minimum of one year of administrative, marketing or communications experience 

preferred. 
 
SMG is an Equal Opportunity/Affirmative Action employer, and encourages Women, 
Minorities, Individuals with Disabilities, and protected Veterans to apply. VEVRAA Federal 
Contractor. 
 

 

 

This description portrays in general terms the type and levels of work performed and is not 
intended to be all-inclusive or to represent specific duties of any one incumbent.  The knowledge, 
skills, and abilities may be acquired through a combination of formal schooling, self-education, 
prior experience, or on-the-job training. 


