THE MAIN STREET PLAYER’S  LTD.

JOB DESCRIPTION

Director of Publicity and Public Relations

· Member Board of Trustees

· Build and maintain a database of contacts for all media contacts and theater reviewers

· Responsible for notifying all newspapers by fax, mail and email of all auditions a minimum of 4 weeks in advance of the event
· Responsible for notifying all newspapers by fax, mail and email of all Productions a minimum of 4 weeks in advance of the event

· Prepare Press Releases for all Productions, Fundraisers and Special Events and communicate all press releases to all media: print, radio and television as well as local colleges

· Get flyers for auditions and Productions posted at all local colleges, with special attention given to the theater arts programs

· Get flyers for each show from Director of Marketing and get the posted in as many local businesses, schools, senior centers and senior housing, over 50 communities, bus and train stations and other public places

· Distribute flyers to schools when directed to do so by Director of Marketing

· Invite theater critics from all local media including The Home News and Princeton Packet to opening week performances; give them at least 4 weeks advance notice
· Research other new media contacts 

· Invite photographer and reporters from Greater Media Newspapers to take publicity photos of a dress rehearsal 

· Post show dates on njact.org for NAJCT reviewers

· Publicize auditions and Productions on the nj.com theater forum.

· Email, 4 weeks in advance all upcoming auditions and productions including cast and production staff info to newlisting@njtheater.com 

· Publicity- In the form of public appearances and the like. 

· Prepare and execute annual Local Publicity Campaigns 

· public appearances eg: Community Unity Day and other opportunities to both give back to the community as well as showcase our talent. 
