

TITLE: Marketing Officer 
DEPARTMENT: Marketing  
RESPONSIBLE TO: Head of Marketing
HOURS: 40
PAY: £17-20K
[bookmark: _GoBack]
Purpose of Job
You will support the delivery of the marketing strategy of The Guildhall Trust to engage new and existing audiences, increase sales and income and raise the profile of all the Trust’s activities including Shows & Events, Learning & Participation, Conferencing & Occasions, Equipment Hire, Exhibitions, Heritage and Fundraising. 

Leading on creative design and the delivery of marketing campaigns, you will create engaging content and materials for a range of audiences.  



Organisation Chart






Principal Responsibilities

	
1.
	
Creative Design

To produce all creative artwork for The Guildhall Trust across all areas of its activities including events, exhibitions, hospitality, conferencing, occasions, learning & participation and fundraising.   

Design and supply of all creative concepts, following brand guidelines, that engage a wide range of target audiences and meet objectives.  

Translation of concepts into hard copy print materials, adverts and digital assets.

Manipulate artwork supplied by promoters for a range of uses.     

	
40%

	
2.
	
Copywriting

To create exciting and engaging copy where the tone and messaging is tailored to its intended audience, working within the brand guidelines of the Trust. 

Proof-read and edit copy that is provided by external sources. 

	
15%

	
3..
	
Marketing & PR

Lead with promoters on their marketing and PR requirements to compile and deliver effective marketing plans to agreed budgets.

Utilise audience data, local knowledge and media connections across TV, Radio, Outdoor, Online, Distribution and Press to pro-actively develop campaigns that increase sales.

Lead on the delivery of agreed marketing plans for Trust activities including Square Kitchen Café, exhibitions, hospitality, conferencing, occasions, learning & participation and fundraising. 
    
Develop and support creative PR/photo opportunities across shows and events. Liaise show listings and press releases to media.  

	
30%


	
4.
	
Digital Marketing 

Support the Digital Marketing Officer in the daily management of Trust websites and all social media channels including Facebook, Twitter, Instagram and Linked In.

Assist in creating and editing video and photographic content for use across all platforms.  

Manage an effective e-mail marketing strategy to support shows and secondary sales.  

	
10%

	
5. 
	
Venue Display

Ensure all print and digital displays within the venue are relevant and up to date.

Supply content for digital screens.    

Oversee management of marketing print and store.

	
5%




Other
The nature of the work undertaken by the post holder will be required to work flexibly to meet the needs of the department and the business. This may include occasional evenings and weekends.

Budget

The post holder will be given allocated budgets against campaigns/events that they will need to manage. 

Physical
Occasional lifting. 

Location
The post holder will be located at the Guildhall in Portsmouth.

Context
The Guildhall Trust is a charity which has successfully been running Portsmouth Guildhall since 2011. One of the South of England’s largest and most established Concert Halls (2,000 seats) artists who have appeared there include The Beatles, The Rolling Stones and Pink Floyd to more recent top selling artists including Mumford and Sons, Twenty-one Pilots and Jack Whitehall. 

In 2018, The Guildhall Trust launched a smaller performance space, Guildhall Studio, which offers a different programme of entertainment including children’s theatre, dance, drama, niche music, comedy and is a cultural hub for the community offering workshops, activities and a supportive space for emerging creatives and artists.

The trust has successfully developed and delivers a number of its own events including Portsmouth Comic Con, and Guildhall Games Fest under the umbrella of its Guildhall Event Services – Equipment Hire and Event Management business.  

The Guildhall is also a thriving Conferencing, Wedding and Party venue with a popular café and a growing ‘Get Involved’ programme of learning and participation events, workshops and skills programmes for all ages and demographics of the community.       

The Guildhall Trust is embarking on a major programme of Renaissance to renovate and restore the Guildhall for future generations. The project, costing in the region of £10million, is due to be completed in phases in the coming years.  

This role requires a creative individual, full of ideas, with first class design skills that will appeal to a wide range of audiences. With excellent verbal and written skills, you will have the experience and confidence to deliver effective marketing plans within agreed budgets. 

You will be a team player with the ability to work independently.     

Person Specification
This acts as selection criteria and gives an outline of the type of person the characteristic required to do the job.
Essential: - without which the candidate would be rejected
Desirable: - useful for choosing between two good candidates

	Attribute
	Essential
	Desirable

	Experience
	An experienced Graphic Designer that utilises professional design software to create engaging artwork and materials. 

Experience of delivering effective marketing campaigns within a leisure, venue, event environment. 

Experience of working within a busy marketing office environment.  

Experience of copywriting and proofing for different audiences. 

Experience of posting to social media accounts. 


	Experience of updating Wordpress websites.

Experience of managing paid digital campaigns on social media.  

Experience of writing and distributing press releases.

Experience of managing data and GDPR legislation. 



	Skill/ Abilities
	Excellent verbal and written communication skills with the ability to adapt style/messaging to suit a wide range of audiences.  
Highly competent IT skills: 
Microsoft Office
Full Adobe Creative Cloud – including In Design, Illustrator, Acrobat, Photoshop, Lightroom, Premier Pro, After Effects.

Creative flair and eye for detail.  

Hands on approach and team player. 

	Wordpress and website builder themes.

Photography/Videography/Animation.






	Education and training

	Relevant Further and/or Higher education qualification or equivalent

	


	Other

	Willing to work evening and weekends 


	Driving license and use of car
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