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JOB DESCRIPTION
Job Title: 

Marketing/Admin Officer (Maternity cover)
Responsible To: 
Creative Producer
Purpose:  To create and implement marketing and PR campaigns to publicise Kala Sangam’s work, targeting appropriate audiences, and delivering activity to achieve sales targets.
Key Tasks:
· Oversee the delivery and implementation of marketing campaigns for shows and events and for income generation activity. This will include managing the creation of seasonal brochures and other on and offline communications as required.
· Distribute press releases and listings information, developing and maintaining relationships with local press and media as required.
· Working with the Creative Producer, implement strategies designed to develop audiences.
· Supported by the Marketing/Admin Assistant manage Kala Sangam’s website, ensuring content is kept up to date.

· Oversee ticketing for Kala Sangam performances, managing the reception desk on performance nights and ensuring accurate reporting of audience data.

· Monitor and manage allocated budgets to ensure that campaigns are delivered in line with set targets for sales and audiences through cost effective activity.
General:
· As a term of your employment you may also be asked to undertake other such appropriate duties as and when required of you, as well as being asked to work flexible hours to suit the operation of the organisation. 

· Participate in all training and development initiatives as required.
---
PERSON SPECIFICATION

Essential

· Proven experience of implementing and delivering marketing campaigns to meet specified targets.

· Excellent written and verbal communication skills – including previous experience of copywriting.

· Strong attention to detail and proofreading skills.

· Previous experience of managing and working within a defined budget.

· Strong organisational skills including a proven track record of successfully meeting deadlines and delivery of multiple tasks simultaneously.

· Good people skills and the ability to work with a wide variety of stakeholders across the business and engage with and support colleagues at all levels.
· Ability to work to own initiative as well as working effectively as part of a team.
· A flexible, creative, can do approach to getting the job done and to supporting the deliverables of the wider team when needed.
· Highly competent IT skills, including Microsoft Word and Excel.
· A keen interest in the arts.
Desirable
· Experience of working in marketing in an arts or cultural organisation.
· A previous track record in marketing or engaging with South Asian artforms or art with a focus on diversity.

· An understanding of the wider arts sector. 
---
TERMS AND CONDITIONS

Start date:
Mon 04 September 2017

Contract:
This is a fixed term post to cover maternity leave. It is therefore not possible to define the exact term of the post. However it is expected that the post will be for a period of at least 6 months.
Hours: 
22.5 hours per week.  In addition you will be required to work such hours and/or days, including weekends, as are needed to fulfil the requirements of the position.

Pay: 
£18,000 per year pro-rata
Probation: 
Appointment is subject to satisfactory completion of 1 months’ probation.
Holidays:
Holiday entitlement is 20 working days during a complete holiday year (pro-rata) plus public/bank holidays.
Pension: 
Assuming you meet the mandatory criteria you will automatically be enrolled in the company’s stakeholder pension scheme (NEST). Further details will be provided upon employment.
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