
Golden Triangle BID  
Event Marketing Specialist 

 

 

 

REPORTS TO: 

Marketing & Communications Manager 

COMPANY BACKGROUND: 

The Golden Triangle Business Improvement District (BID) is a dynamic organization that is 
looking for talent to complement its existing team. As a key partner in enhancing the 
neighborhood and public space from the White House to DuPont Circle and 16th Street, NW to 
21st Street, NW, the Golden Triangle BID is working to enrich the neighborhood through its 
Ambassador cleaning program, landscaping and fun seasonal events. Founded in 1997, the 
Golden Triangle neighborhood has a diverse make up of over 31 million square feet of 
commercial office space; 4,000 businesses, 600 shops and restaurants, seven hotels and seven 
U.S. National Parks. The vision of the Golden Triangle BID is to maintain a vibrant downtown 
that keeps visitors and stakeholders engaged and returning to enjoy everything the Golden 
Triangle neighborhood has to offer.  

SUMMARY: 

The Event Marketing Specialist is responsible for the successful execution of a variety of events 
and marketing tactics. The ideal candidate will coordinate event logistics from start to finish with 
oversight from the Marketing & Communications Manager. The Specialist will also fulfill 
promotional tactics in support of a variety of events and programs, demonstrating subject matter 
expertise that champions unique characteristics of each event for target audiences.  
PRIMARY DUTIES AND RESPONSIBILITIES: 

 Prepare event plans, schedules, task assignments, and equipment lists to ensure a 
successful event. Define onsite protocols and operating procedures 

 Direct and coordinate the onsite activities of staff, volunteers, and contractors to ensure the 
successful execution of assignments. Troubleshoot (run-through) events and resolve issues 
prior to the launch of events 

 Research venues and catering options, acquire technology, and coordinate the development 
of administrative materials. Negotiate agreements with contractors to ensure the lowest cost 
and highest quality of services 

 Oversee speaker and vendor services including audiovisual, security, and catering needs for 
events. Ensure speakers and performers are briefed and prepared to provide effective 
presentations and entertainment 

 Conduct event risk assessments and work with the BID’s insurance company and legal team 
to reduce/eliminate potential risks: secure event security, submit insurance applications, and 
create activity waivers 

 Work closely with business operations, member services, and communications staff to 
oversee and facilitate event registration processes 

 Analyze event performance and prepare post-event reports for distribution to sponsors, 
board members and participants 

 Work with marketing & communications manager to execute marketing tactics that drive 
attendance and engagement with area workers and community members. Participate in 



productive brainstorming sessions that result in concrete ideas, which solve marketing 
challenges with creative solutions that are on-brand and on-strategy 

 Copywrite and proofread compelling collateral including Request for Proposals, press 
releases, and promotional materials 

 Develop and coordinate digital marketing initiatives to ensure the BID maintains an effective 
online presence: 

o Produce monthly e-newsletter and coordinate the development of promotional emails  
o Write and post daily updates as needed to BID's social media outlets and respond to 

inquiries/comments in a timely fashion  
o Assist the BID with live-tweeting, public contests, surveys, photo and video-sharing 
o Develop and post compelling content on the BID’s website and mobile app 
o Assist with the measurement of the Golden Triangle BID’s online strategies 

 Develop fresh story ideas and help gather content for press releases  
 Research and monitor media coverage and industry trends 
 Proactively identify media outlets/reporters to pitch news stories and press releases to 

aggressively seek media coverage for the Golden Triangle. Develop relationships with 
online media outlets to ensure events are provided optimal media coverage  

 
QUALIFICATIONS: 
 Bachelor's degree with concentration in Hospitality Management, Marketing, 

Communications, Project/Program Management or any other related field 
 Minimum of four to five years of marketing, event, and/or program management experience 
 Proven success in overseeing the execution of community-wide events and marketing to 

diverse audiences. Must provide quantitative results and/or event portfolio 
 Experience managing onsite event staff 
 Proven quantitative results using the following social media channels: Facebook, Twitter, 

Youtube, Instagram, FourSquare, and LinkedIn   
 Excellent communication skills, and exhibited confidence when interacting with high-profile 

constituents 
 Proven ability to meet deadlines and successfully manage multiple projects simultaneously  
 Must be able to work independently, possess strong work ethic and be detail-oriented 
 Computer proficiency in online content management and HTML systems  
 Will be expected to spend time outdoors during community events 
 
Email cover letter and resume to Esther Peña at epena@goldentriangledc.com  
Applications must be received by Friday, March 7, 2014. 


