
 
 

Marketing and Event Coordinator 

Job Summary 

Kirkland Museum of Fine & Decorative Art is an art museum in Denver, Colorado 
featuring three collections containing over 30,000 works by more than 1,450 artists and 
designers. All three collections are displayed together in salon style: 

• A celebrated international decorative art collection from about 1875 to about 
1990 with examples of every major design period from Arts & Crafts to 
Postmodern 

• A Colorado & regional art collection with over 7,000 works by more than 700 
artists and 

• A retrospective of Colorado’s distinguished painter, Vance Kirkland (1904–1981) 

The Marketing & Event Coordinator is responsible for coordinating media and promotion 
of the museum and its exhibitions and events, including marketing events and tours.  
This includes managing the museum’s SEO, website and social media.  The Marketing 
& Event Coordinator also helps organize and manage museum events.  

This position will be part-time, up to 28 hours a week. Suggested schedule is Tuesday 
to Friday 9:00am-4:30pm with occasional evenings and additional hours as needed for 
special events and programs. 

Responsibilities and Duties 

Marketing 

• Facilitate the promotion of key museum activities through media and paid 
sources 

• Assist representing the museum to organizations such as galleries, senior 
centers, colleges, nonprofits, media businesses, and to tourism, historical, 
cultural and governmental organizations as part of the annual outreach and 
communications plan, with a goal of building relationships to increase awareness 
of and visitors to the museum 

• Distribute information about the museum to strategic partners and locations 

• Manage online communications, including the museum website, Trip Advisor, 
Wikipedia, Yelp and other online resources/reviews 

• Coordinate audience evaluation initiatives to determine effective marketing 
strategies 

• Maintain and promote the inclusion of Kirkland Museum in printed travel guides 

• Serve on the museum development team 

• Manage the museum SEO, Google AdWords and social media accounts 

• Build, design and gather content for e-newsletters 



 
• Review the museum’s Google Analytics and make recommendations 

 
Events 

• Serve as a key member of the events team to facilitate the planning and 
identification of events at the museum hosted by external parties and by the 
museum 

• Liaison with community event organizers, such as the Golden Triangle Creative 
District, Visit Denver and the Denver Architectural Foundation, to participate in 
relevant arts events 

• Plan, organize, and handle event logistics 

• Coordinate event planning among multiple departments 

• Develop and execute event opportunities  

• Track event RSVP confirmations; prepare event guests’ name tags 

• Assist with event set-up and break-down 

• Respond to event phone calls and inquiries 

• Help coordinate event logistics and vendors as needed 

Qualifications and Skills 

The Marketing and Event Coordinator should possess: 

• Excellent organizational skills and attention to detail 

• Impeccable communication skills, both written and verbal 

• Prior experience with marketing, SEO, Google AdWords, social media and/or 
event coordination 

• Prior experience with audience evaluation for marketing and programming 
purposes preferred 

• Must be able to take direction and work independently and as part of a team 

• Advanced skills in Microsoft Suite including Word, Excel and Outlook  
 
To apply for this job, please submit a resume and cover letter to 
resumes@kirklandmuseum.org. 

Benefits 

Kirkland Museum offers part-time employees competitive wages, paid leave and an 
opportunity to participate in our 401(k) plan. 
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