
 

 

 
 

Westben Job Opportunity: 
Marketing Assistant & Customer Service Associate  
 
Westben operates with the vision of being a leading centre for connection and creativity through music.  
We seek an employee to grow with our organization and to help us bring people together through 
exceptional experiences. 
 
Job Title: Marketing Assistant & Customer Service Associate 
Term of Employment: Permanent Full-time 
Start date: November 18, 2019 

 
 
Please email cover letter and resume to Rebecca Baptista rebecca@westben.ca by October 20th  2019 
 
 

Job Description: 
 
The Employee will have the following responsibilities:  
 
1. Marketing: assist the Marketing Director as necessary, including: 

a. Assist with the research, development, design & implementation of all marketing strategies. 
b. Manage social media outlets, including daily content creation and copywriting, increasing 

customer engagement and tracking advertising expenditures.  
c. Website design, content updates and statistical reports. 
d. Event and merchandise photography and photo editing for posting on social media. 
e. Create both digital and print marketing materials using basic design skills. 
f. Generate email marketing communications. 
g. Assist with audience experiential development projects and tourism relations. 

 
2. Customer Service (First Point of Contact and Sales):  

a. Engage Westben patrons through excellent and friendly customer service. Address box office 
inquiries through incoming calls and messages (in-person, phone & website) Manage room 
bookings. 

b. Contribute to the success at the box office by selling tickets at two concert venues (person-to-
person, phone and email, etc.)  

c. Accurately settle sales transactions and bank deposits. 
d. Coordinate monthly membership renewals and communications. 

 
3. Other administrative & production duties as required. 

 
Qualifications: 
 
Marketing and Communications training and experience. 
Experience with the public and a passion for an arts, culture or tourism. 
Knowledge of basic graphic design and photography skills.  
Comfortable working with computer sales software, handling cash and credit transactions and preparing 
bank deposits. 
Ability to learn new software applications. 
Strong written and verbal communication and customer service skills. 
The ideal candidate is an adaptable team player who is extremely organized, pays attention to detail, self-
motivated, positive, friendly and fun. 

mailto:rebecca@westben.ca

