
 

 
 
 
ASSOCIATE DIRECTOR, GROUP SALES & TOURISM 
 
Department:  Marketing & Media 
Reports to:  Senior Director, Marketing & Media 
Supervises: Assistant, Group Sales & Tourism 
Classification:  full-time benefitted, exempt 
  
Position Summary 
Develop and execute all aspects of NYCB’s outbound and inbound tourism sales activities, US 
and international, focused on group travel and individual travel with the goal of increasing Box 
Office revenues in these areas for annual Nutcracker and repertory seasons.  
 
 
Responsibilities 
 Design and implement National/International group and FIT sales strategies, including 

pricing, policies and procedures. 
 Evaluate and identify marketing and advertising opportunities to stimulate sales, preparing a 

media plan within the established budget, negotiating trade ticket payment when applicable, 
and tracking efficacy. 

 Represent NYCB domestically and internationally by attending trade shows, travel 
conferences, sales missions, etc.; conducting sales calls; and providing necessary follow-up. 

 Collaborate with tourism professionals and organizations to create strategic promotional 
partnerships, in particular NYC&Co., the Convention and Visitor’s Bureau, and the NYC 
Concierge community. 

 Nurture, maintain and renew existing client base while researching, identifying and 
developing new/prospective clients and group markets to increase sales. 

 Create group incentive and add-on programs to enhance group visitor experience and grow 
specific market segments. 

 Develop promotional partnerships with outside entities such as other museums, restaurants, 
hotels and guide services. 

 Track relevant sales data, including seasonal revenues, year-to-year comparisons, customer 
source information, market segment performance, and prepare weekly reports and others as 
requested. 

 Monitor customer satisfaction to ensure the highest level of customer service.  
 Maintain integrity of group sales mailing list. 
 Provide training and mentorship to Group Sales & Tourism support staff. 
 Work with internal Information Systems department and outside mailing list agency to create 

and execute direct mail campaigns and e-blasts. 
 Coordinate with the Box Office, and when appropriate, the Ticket Services Department 

regarding seating allocations, on order fulfillment procedures and timelines.  This includes 
contracts, invoices for tickets and Group Adventure purchases, inserts, mailings, and set up 
for special group offers.   

 Collaborate with Marketing, Advertising, and Creative Services teams on the content and 
creation of group sales collateral materials; including but not limited to brochures, 
advertisements, sell sheets and E-blasts, and discount coupons/vouchers.  



 Provide Digital team with updated information for Group Sales web pages. 
 Schedule and monitor Group Adventure and other customized programs for groups, 

confirming artists and updating the master schedule sent to theater and company 
management, and security. Meet or arrange for each group to be met by an NYCB 
representative. 

 Oversee the solicitation, orientation, and scheduling of dancers, musicians, and other 
production personnel for Group Adventure programs, as well as the timely payroll processing 
for the individuals participating in these activities.  

 Assist with other marketing and promotional activities as needed. 
 
Qualifications 
 Prior sales experience required with proven track record of success, experience in an 

arts/cultural setting with established group and tour operator client base preferred 
 Bachelor’s degree plus a minimum of five years relevant experience in tourism industry, with 

two of those years in a managerial capacity 
 Knowledge of and interest in ballet/the performing arts a plus, knowledge of New York City 

Ballet repertoire a big plus 
 Multilingual a plus 
 Highly organized and detailed self-starter 
 Strong research skills 
 Excellent customer service skills, with ability to maintain a positive demeanor under pressure 
 Good verbal and written communications skills, with aptitude for addressing audiences large 

and small 
 Budgeting, reporting, data management skills a must 
 Knowledge of MS Office; Tessitura proficiency a plus 
 Ability and willingness to travel and to work nights and weekends  
 
 
To Apply 
Please send, by email only, resume with cover to BalletHR@nycballet.com with “Associate 
Director, Group Sales & Tourism” in the subject line. No phone calls please. 
 
New York City Ballet is an Equal Opportunity Employer 


