
DUBSTEP FBI  //  BEAT INTELLIGENCE NETWORK 

Administrative & Operations Coordinator 
Part-time, contract (1099)  •  Remote 

 

About Us 
Dubstep FBI is a music media brand covering artist releases, shows and the broader dubstep/EDM scene, with past 
collaborations including Live Nation, Rampage and AEG Presents. Our sister label is Beat Intelligence Network (BIN). 
We're a small, fast-moving team looking for someone organized and reliable to help us run day-to-day operations so we 
can focus on growth.  

The Role 
You'll be the first point of contact for everything that comes into our inbox, keeping communication moving between 
clients, our reporters and promoters/management teams, while making sure our weekly playlist updates never slip. This is 
an operations role, not sales or content creation. This role is for someone who is detail-oriented and likes keeping things 
organized. We are looking for a go-getter who is responsive and loves solving problems.  

What You'll Do 
•​ Monitor the Wix contact form inbox daily, replying to routine inquiries and flagging things that need our attention. 
•​ Route incoming coverage requests to the right reporter based on availability and package tier. 
•​ Connect assigned reporters with the promoter/management team for coverage campaigns. 
•​ Keep a running log of active requests and their status so nothing falls through the cracks. 
•​ Manage weekly Spotify playlist updates and oversee a playlist curator(s). 
•​ Light calendar/scheduling support as needed for show coverage and events. 

What We're Looking For 
•​ Highly organized — you don't let messages sit unanswered. 
•​ Comfortable with email, basic form/website tools (Wix) and Spotify. 
•​ Clear, professional written communication. 
•​ Familiarity with or genuine interest in the dubstep/EDM/bass music scene is required. 
•​ Available for consistent weekly hours (see below) with predictable response times. 
•​ Trustworthy with external-facing communication — you'll often be the first voice a client hears from us. 

Time Commitment & Compensation 
Detail  

Hours Approx. 5–8 hours/week to start 

Pay Flat monthly retainer of $400, paid monthly via Venmo/PayPal/Zelle 

Classification 1099 contractor — a W-9 is required before your first payment 

Growth path Opportunity to take on paid coverage-campaign work (article writing + client 
communication) on a commission basis as the role grows 

To apply: reach out to exec@dubstepfbi.com with a short note about your experience and your typical weekly availability. 
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