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   Marketing & Communication Officer        
   JOB DESCRIPTION                              Post funded by the

Job Title: 	        Marketing & Communication Officer        
Salary :	        £30,000 pa pro rata for a 21 hrs week = £18,000pa
Responsible to:      The Theatre Director.
Responsible for:     Marketing volunteers & interns


Introduction
Built in 1792, the Theatre Royal in Dumfries is the oldest theatre in Scotland. Within its
walls are 234 years of social, literary, and dramatic heritage, woven together to create an
historic legacy both for Dumfries and for the whole of Scotland. The theatre has been owned and managed since 1960 by the Guild of Players, a Scottish Charity and Company Ltd by guarantee. A major refurbishment in 2015 at the Theatre Royal Dumfries has allowed the Guild of Players to considerably expand its community and education programme. 


Main Purpose
As part of the core professional team, the Marketing Officer will lead in the creation & delivery of all marketing activities for the Theatre Royal Dumfries, managing our advertising, print design, website content, and social media presence.
· Advertising incoming & home-produced professional and community  shows including our resident amateur theatre company- the Guild of Players. 
· Marketing opportunities for corporate hires, costume hire etc
· Marketing our Heritage and Tourism offer
· Raising awareness of the Guild of Players and Theatre Royal brands, and the considerable amount of community, educational and youth work that we host, attracting more partner organisations, participants and funding.
· Audience development through better utilising our Box Office computer system and market research.

Key Responsibilities
· Liaise with the Guild of Players theatre company to ensure that the GOP brand and the resident GOP Theatre Company receives suitable exposure.
· Be the focus for all PR matters in consultation with the Theatre Director, building and maintaining productive working relationships with external agencies and stakeholders.     
· Assist with fund-raising, sponsorship, membership, volunteer, and staff recruitment campaigns.

· Plan and implement show marketing campaigns for all home-produced and
        Incoming productions in collaboration with visiting company press officers.
· Maintain and develop the Theatre’s online presence and digital marketing including the website, email, social media, online advertising and other digital marketing initiatives. This includes creating content, managing presence, monitoring interactions, and completing regular reports for management.
· Place press and media advertising including compiling content.
· Manage the design, provision, and distribution of print for all productions, campaigns and events.

· Assist the Theatre Director  and Board of Trustees  to evaluate marketing initiatives and sales patterns
· Promote the Theatre’s commercial activity, including the Bar, Merchandise sales,  Costume hire, and external hire of the building.
· Act as a mentor & undertake training for interns, students and volunteers.

· Represent the Theatre Royal with diplomacy, discretion, and courtesy at all times
· Attend management and other meetings as required
· Adhere to the Theatre’s Health and Safety and other published policies
· Undertake any other duties as reasonably required by the management.
· Share responsibility for dealing with phone and in person enquiries.
· Be prepared to act as a keyholder and Duty manager when needed,  at busy periods, or to cover absence etc .
Essential Experience, Skills, and Qualities:
• Experience working in an arts marketing or similar role.
• A creative thinker who is professional, courteous, diplomatic, discreet, flexible and enthusiastic
• Pro-active, self-motivated, ability to prioritise and work effectively across a number of campaigns          
• Hard working with an ability to work supportively as part of a small team 
• Excellent knowledge of social media and websites
• Excellent written and verbal communication skills, organisational and admin skills
• IT skills including competency with Word, Excel, Outlook, database packages
Desirable Skills:
· Graphic Design for print and website content.
· Knowledge of Scottish / UK theatre industry.
· Basic knowledge of filming / editing.
· Experience of working alongside volunteer staff.
· Photography.
Hours and Leave
 21 hours per week. Flexible working by agreement within  09.00 – 6pm Monday – Friday.                              Some evening and occasional weekend work will be required, for which time off lieu can be taken
Annual leave entitlement will be 17 days pa including bank holidays (pro rata from 28 days for a full-time post)
As our participants include children, young people, and vulnerable adults,  a PVG check will be completed for the successful applicant.
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