
 
 

JOB DESCRIPTION 
 
 
JOB TITLE:  Director of Analytics & Database Management 
 
DEPARTMENT: Marketing and Communications 
 
REPORTS TO: Vice President of Marketing and Communications 
 
 

 
POSITION SUMMARY: 
 
The Indianapolis Symphony Orchestra’s Department of Marketing and Communications 
is seeking a Director of Analytics & Database Management. This dynamic role requires 
a passion for the performing arts combined with an analytical, detail-oriented skill set. 
This vital position is responsible for strategizing and managing the ISO’s marketing data 
through the Tessitura CRM. This role, which is both technical and strategic, serves as 
the ISO’s Tessitura administrator as it empowers and informs the ISO’s marketing and 
programming strategies. The successful candidate is a self-starter with proven 
experience in CRMs, strong data analysis skills, audience segmenting, revenue goal 
setting and forecasting, and reporting. Essential to this position is the ability to work 
collaboratively within and across departments, explain technical concepts in layperson’s 
terms, and promote data-driven decision-making that helps the ISO meet the needs of 
our community. 
 

 
 
REPRESENTATIVE DUTIES AND RESPONSIBILITIES: 
 
Collaborate with teams within and outside of the Marketing and Communications 
Department to effectively and efficiently manage and utilize the Tessitura database 
 
Serve as main point of contact with Tessitura (including submitting and monitoring help 
desk tickets and extended hours)  
 
Build all ISO events, concerts, packages and all Hilbert Circle Theatre rental events 
 

Determine packages and pricing for season subscriptions and single tickets 
 

Determine sales audience and revenue goals; generate and analyze reports; gather 
data for all grant requirements 
  



In collaboration with the Director of Marketing, determine a direct email marketing 
schedule to promote subscription sales and deadlines  
   
Extract distribution lists for direct mail and subscription pieces, pre- and post-concert 
emails, general marketing emails, trade lists, and other mailings as needed; Manage 
suppressions for all mailings 
  
Support all data integrity and data maintenance activities; Perform all database setup 
functions for all ISO departments  
   
Train all new employees on basic Tessitura knowledge; Stay up to date in system 
functionality and cross train other staff members as appropriate 
     
Ensure that Tessitura is integrated with the website and that all applicable events are 
being sold on the website; perform website testing for all events and new functionality 
  
Manage all aspects of Tessitura, including the completion of upgrades and 
troubleshooting issues; maintaining ISO-specific documentation (data standards and 
processes) 
  
Create and maintain Tessitura ticket designs including print-at-home ticket templates  
  
Perform fiscal year-end administration and event closings in Tessitura per the Controller 
  
Serve as Marketing’s point of contact with the box office in preparing for ticket on-sale 
launches and remote box office sales, as well as communications that impact patrons 
  
Maintain TNEW purchase path and its integration with Tessitura for all presales, on-sale 
launches, and staff comp needs  
  
Collaborate with Marketing and Communications team to share design and layout ideas 
for subscription and direct marketing pieces, including proofing and editing assistance. 
Assist with editing the website for on-sale dates 
  
Coordinate with other departments to identify and target new audiences and optimize 
timing for email communications  
 

Liaise with telemarketing firm to capture leads on a weekly basis 
 
Work with external vendor on single ticket pricing and dynamic pricing for all concerts as 
well as maps for sales   
 
 
PREREQUISUTE SKILLS & REQUIREMENTS:  
 
• Associate degree (bachelor's degree preferred) or equivalent work experience 
required  



• 3-5 years of box office/ticketing experience or database management experience 
required  
• Previous experience with a CRM required (Tessitura is desirable)  
• Strong verbal and written communication skills  
• Possesses the following traits: the ability to manage multiple projects or tasks 
simultaneously and meet deadlines in a fast-paced environment, communicates clearly 
and respectfully, takes the initiative, exhibits a collaborative and collegial spirit; and is 
confident, enthusiastic, and creative. 
• Excellent attention to detail (including proofreading and editing skills) 
• Strong time management abilities, excellent follow-through, and effective problem-
solving skills  
• General knowledge of non-profits is preferred. A passion for the arts – and a desire to 
continually learn about the ISO – is a must.  
  
 
TECHNICAL PROFICENCIES:  
 
• Intermediate level user of Microsoft Office Suite (specifically Excel) required  
• High level user of the Tessitura software required (upon training); similar CRM 
experience will be considered  
• Beginning level Adobe Acrobat Pro required 
• Experience with task management systems (e.g. Asana) preferred 
• Experience with Google Tag manager and content management systems helpful 
• General knowledge of content management systems helpful 
 
INTERPERSONAL CONTACTS: 
 
INTERNAL: This position works closely with Development, Education/Community 

Engagement, Venue Operations, Artistic, and the Marketing and 
Communications team. Occasional interaction with the executive team. 

 
EXTERNAL: Occasional interaction with board members and patrons  
 
CONTENT OF CONFIDENTIAL INFORMATION: 
 
Will have access to confidential programming and marketing plans, organizational 
financial information, and patron data 
 
 
OUR MISSION 
To inspire, entertain, educate and challenge through innovative programs and 
symphonic music performed at the highest artistic level. 
 
OUR VALUES 
At the Indianapolis Symphony Orchestra, we are one team committed to achieving our 
mission through: 

• Outstanding performance on and off the stage. 

• Extraordinary service to both internal and external customers. 



• A compassionate workplace built on trust and mutual respect. 

• A culture of flexibility and openness to change. 
 
 
The Indianapolis Symphony Orchestra is proud to be an Equal Opportunity Employer. 
All qualified applicants will receive consideration without regard to race, color, religion, 
gender, national origin, age, disability, sexual orientation, veteran status or any other 
status protected by law. 
 
 
Applications for this position should be sent to 
jobs@indianapolissymphony.org. 


