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Position: Marketing Assistant (32-week Contract) 
 

Organization: 

Dance Victoria brings the World’s Best Dance to the Royal Theatre and supports the 
development of new dance for the international stage from its studios in Quadra 
Village. Our mission is to promote the appreciation of dance by developing and 
presenting diverse local, Canadian and international artists, and by engaging the 
community in the celebration of dance.  

In addition to presenting an annual subscription series at the Royal Theatre, Dance 
Victoria commissions new dance works at the local and national level and offers 
creative residencies and free and subsidized studio access to local dance artists. 
Every year in partnership with the community, Dance Victoria organizes Dance Days, 
a 10-day festival of free dance classes and performances by cutting-edge 
choreographers, and awards the annual Chrystal Dance Prize, Canada’s largest 
award for international collaboration, supporting emerging and independent dance 
artists. Dance Victoria is a non-profit charitable society. 

Dance Victoria operates with the following as core values. We: 

• Promote and celebrate dance locally, regionally, and nationally 
• Serve as a national leader in dance presentation and support for creation 
• Strive for artistic excellence, diversity, and relevance in our programming 
• Welcome and engage diverse communities 
• Maintain fiscal responsibility 
• Manage the affairs of Dance Victoria in a sound, transparent and respectful 

manner 
• Are responsive to professional and emerging artists in the dance 

communities of which we are a part 
• Inspire innovation and creativity in dance 
• Have fun 

 

Dance Victoria is seeking a Marketing Assistant (MA) from September 2022 through 
April 2023. 

The MA reports to the Marketing Manager (MM) and will work out of the Dance 
Victoria office in Quadra Village. 
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Job Responsibilities: 

1. Assist the MM in executing a marketing and sponsorship recognition 
program within the annual budget 

2. Coordinate ad bookings and ad design and approvals in collaboration with 
the graphic artist 

3. Prepare postcard and poster copy templates and their design and approvals 
in collaboration with the graphic artist 

4. Compose email communications in support of Dance Victoria’s presentations 
and programs including our monthly e-newsletter 

5. Assist with Dance Victoria’s scheduled social media communications and 
advertising 

6. Contribute to the creation of printed programs for each of Dance Victoria’s 
presentations 

7. Be on-site for all of Dance Victoria’s presentations and receptions, with the 
primary responsibility of taking photos and videos to publicize events 

8. Undertake audience development research through surveys and statistical 
analysis 

9. Coordinate and distribute marketing materials in the community 
10. Create reports summarizing social media statistics 
11. Assist with marketing and promotion of Dance Days 
12. And other duties, as assigned by the MM. 

 
Qualifications: 

• 1 to 3 years of marketing and communications experience 
• Appreciation for dance and the performing arts 
• Strong writer accustomed to creating online and print marketing copy  
• Proficient at creating and optimizing content for Facebook, Instagram, and 

Twitter 
• Outgoing personality who enjoys engaging with people at events 
• Commitment to promoting equity, diversity, inclusion and access 
• Cultural competence: a nuanced awareness, appreciation, and familiarity 

with diverse cultures and traditions 
• Ability to multitask on various projects and prioritize efficiently 
• Ability to work independently and run with projects, following them through 

to completion 
• Experience with MailChimp and Adobe Photoshop considered an asset 
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Work Conditions: 

• 37.5 hours/week for approximately 32 weeks, Monday to Friday, 8:30 a.m. to 
4:30 p.m. 

• Hourly rate of $25/hour to be paid bi-weekly 
• A 60-day probationary period will be in place for this contract 
• The Dance Victoria office will be closed from December 19, 2022, through 

January 2, 2023. This is an unpaid leave due to this being a contract position. 
• The Dance Victoria office is lively, busy and, at times, noisy with dance 

classes and students in the lobby 
• Some light lifting required at times 
• A workspace and computer will be provided for the duration of the contract 
• Reimbursement for work related travel in MA’s personal vehicle at a rate of 

$0.61 per kilometer. (It is incumbent upon the MA to maintain and submit 
detailed records to the bookkeeper on a monthly basis.) 

• Reimbursement for parking to account for car usage 
 
Dance Victoria is committed to an open and transparent hiring process and 
encourages applications from diverse communities. As such, we promote policies, 
practices, and programs that create a dialogue toward mutual understanding. We 
welcome all applications from persons of color, Indigenous peoples, persons with 
disabilities, persons of all sexual orientations and genders, and others who may 
contribute to the further diversification and advancement of the arts in our 
community. 
 
Dance Victoria is situated on the traditional territories of the Lekwungen speaking 
people of the Esquimalt and Songhees Nations whose people have lived and danced 
on this land for thousands of years. 
 
To apply, send your cover letter and resume to marketing@dancevictoria.com no 
later than 4:00 p.m., September 6, 2022. Only those applicants selected for an 
interview will be contacted.  
 


