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 Job description

	Marketing and audience development assistant

	Immediate team
	Cornerstone

	Service team
	Community Services

	Line manager’s job title
	Marketing Manager

	Number of direct reports
	None

	Salary and grade 
	£21,154 per year, Grade 3

	Duration of role
	Full Time, Permanent 

	Hours per week
	37

	Location
	Cornerstone Arts Centre, Didcot, Oxfordshire

	Employing council
	South Oxfordshire District Council

	Probationary period
	Six months

	Notice period
	One month

	Annualised hours apply
	Yes

	DBS check required
	No

	Date job description updated
	February 2018


	About the role and what we’re looking for

	Job Purpose

You will have the unique opportunity to be part of the team in this fantastic professional venue and continue to shape its place in the district.  You will be vital in increasing the income of the venue through increasing awareness of the arts centre, driving footfall and ticket purchasing. 

The key roles of the marketing and audience development assistant will be to:

· effectively and imaginatively publicise and promote the venue and its activities to ensure maximum attendance at ticketed and other Cornerstone and arts events
· implement meaningful communication systems with the press, the public, businesses, specific audience and local arts groups and individuals, to increase their attendance at Cornerstone and arts events and their use of the venue.  You will also take the lead on specific sales and marketing campaigns as agreed with your line manager.

Main duties and responsibilities

· Use a range of print, digital, PR, social media and distribution tools to support the maximisation of audience and ticket income, by increasing attendance 

· maintain and build the network of individual press contacts, set up a press and public relations plan and communicate regularly in order to raise their awareness of Cornerstone and its activities 

· create and disseminate regular press releases for exposure of the arts centre’s activities in press, on radio and TV

· manage Cornerstone’s social media campaign
· devise creative ideas and solutions to assist the development of Cornerstone’s audiences – breadth, number and repeat visits

· take responsibility for implementing some promotional campaigns and events at the venue and elsewhere to increase audiences 

· design and write copy for regular targeted e-communications to customers on our database; implement a schedule for these digital communications

· design in house (or brief designers where necessary) display advertisements, leaflets and posters, liaise with publications about artwork and copy deadlines and external printers
· monitor and evaluate the venue's website, including uploading each season’s events. Carry out regular web amends and updates to make sure it is current, correct and being most effective as a publicity and information tool

· research and create contacts for a wide range of groups, including young people, schools, older and homebound, people of limited means, who may not automatically associate with the arts centre 

· communicate with these gatekeeper groups verbally, in person at events, by e-mail, input into their newsletters and by distribution of publicity materials to increase their use of the venue and its activities

· organise distribution of Cornerstone’s printed communications throughout South Oxfordshire and beyond and devise methods to measure successful penetration

· work with performers, artists and other users to support and promote their use of the venue

· assist the Box Office staff with uploading events to the Spektrix ticketing system

· assisting the Marketing Manager and Cornerstone management team with overall marketing and promotion of the arts centre and its wider arts outreach programme
The duties may vary from time to time without changing the nature of the post or the level of responsibility and the post holder may also be required to carry out any other duties appropriate to the grading of the post.

	About you

	Your essential skills, knowledge and experience
· a good knowledge of marketing and communications tools which can be implemented to develop arts audiences

· experience dealing with the press personally and managing public relations and press campaigns

· experience enthusing the public about events and increasing ticket sales
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excellent written and verbal communication skills and presentation skills

· experience of using Content Management Systems (CMS) and e-communications software

· ability to think and plan creatively and operationally

· experience of using Microsoft Word, Excel, PowerPoint, Outlook and the internet

· an awareness of, and enthusiasm for, arts events and activities

Your essential qualifications

· 3 A levels, or equivalent qualifications or relevant experience
If you have the following experience or qualifications – it’s a bonus 

· experience of desktop publishing software (preferably Photoshop and Indesign)
· specific knowledge of Spektrix, Drupal CMS and Dotmailer

Your style and behaviours
· an ability to work with a wide range of people and organisations, to consult and liaise effectively, and to build relationships and networks

· an understanding and commitment to equal opportunities / diversity in all aspects of service delivery and relationships with colleagues

· a flexible approach to hours of work, which will include evenings and weekends, to enable the centre to operate effectively

· enthusiasm, drive and tenacity

· a commitment to meeting deadlines and achieving results
· a commitment to the highest standards of customer care


	About us

	Our vision and values are important to the councils and we expect you to support them and embed them in the way we work.


Our vision

We are seen as being customer-focussed, approachable and business-like. We are honest and open and are renowned for providing high quality cost effective services.

Our values

· We act with integrity and show respect

· We are all accountable

· We are passionate about our business 

· We strive for simplicity       

· We love success             



	The benefits we offer

	· A basic 23 days annual leave per annum, rising to 28 days after five years.  You also have all the bank holidays to look forward to and time off between Christmas and New Year.

· Flexible working and annualised hours – a flexible approach to work that our employees love!

· Salary pay awards – most jobs give scope for a pay increase after six months or the following April (depending on your start date) and we also review salaries each April. 
· A generous career average pension scheme which includes life insurance of three times your salary

· No car park costs as there’s ample free parking 
· A childcare voucher scheme which parents appreciate

· The opportunity to purchase a bike through Cyclescheme (cheaper than directly through a store) so that you can cycle to work!

· A salary sacrifice car lease scheme – a fully inclusive driving package for a fixed monthly cost 

· Various schemes to keep you healthy (reduced gym membership, free swims, contributory medical schemes, wellbeing appointments, free eye tests for DSE users, after work sports clubs and more)

· We give you two days per year to volunteer within the local community.



	How to apply

	Having read about our role if you have any questions please contact Michelle King on 01235 515133 or email michelle.king@southoxon.gov.uk
If this job excites you please complete our online application at www.southoxon.gov.uk/jobs.  We look forward to hearing from you.
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