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	Job title: Marketing Officer
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	Department: Commercial & Operations 
Service: Theatre Royal & Royal Concert Hall
Grade: G
Post reference number: CO0089


1. JOB PURPOSE

Responsible for undertaking the Theatre Royal and/or Royal Concert Hall’s marketing through managing, developing, implementing and evaluating marketing action plans to raise the profile of the venue, whilst balancing the need to maximise the high levels of income that continuously need to be generated with developing new audiences from a diverse community throughout the City of Nottingham and beyond. 

2. PRINCIPAL DUTIES AND RESPONSIBILITIES

1. Create, manage and evaluate innovative marketing schedules for each show/event to ensure that, as far as possible, income and attendance targets are achieved, under the direction of the Head of Sales & Marketing
2. Support the Head of Sales & Marketing in the development of an overall venue marketing strategy to build the profile of the Theatre Royal & Royal Concert Hall and to work towards specific targets and goals
3. Work with the Head of Sales & Marketing to devise imaginative new audience development initiatives to increase attendance among audience and manage the implementation of said initiatives 

4. Be a brand ambassador for the Theatre Royal & Royal Concert Hall to ensure appropriate and consistent guidelines are maintained throughout the organisation
5. Exploit the key marketing elements of the ticketing & CRM system within the venue
6. Undertake the production of the season brochure under the supervision of the Head of Sales & Marketing 

7. Manage the marketing budget for the Theatre Royal and/or Royal Concert Hall events, under the supervision of the Head of Sales & Marketing, ensuring the venue receives best value from its suppliers and maximises visiting companies marketing contributions, and provide accurate and time specific financial information to the Finance team 
8. Be the point of contact with visiting companies, promoters/producers and their marketing consultants on all marketing activities and liaise with them on marketing plans and schedules (including budgets and activity)

9. Under the supervision of the Head of Sales & Marketing ensure effective internal communication is maintained and colleagues are fully briefed about marketing activity, promotions and audience development goals including:

· Work with Press & PR Manager to generate opportunities for print, broadcast and online media coverage locally and nationally

· Work closely with Deputy Ticket Sales Managers to ensure joint goals and objectives are achieved on time and on budget

· Support the work of the Corporate Relations Manager to ensure that corporate partners marketing activity is undertaken at agreed times for the agreed opportunities  

· Work with the Development Manager to support the promotion of development schemes including Venue Membership, Name a Seat and Go Card

· Work with Creative Learning to support the programme of events and initiatives undertaken by this team through targeted marketing and networking
· Work with the events team to promote Theatre Royal & Royal Concert Hall as a centre for conferences and events

· Support the work of the Music Programme Manager by managing the Nottingham Classics marketing schedules 
10. Work with the Head of Sales & Marketing to provide the Marketing Assistant with daily/weekly tasks and ensure that tasks are completed to effectively contribute to the achievement of income targets set for each show
11. Manage the comprehensive scheduling of all marketing activity relating to shows and events in the Theatre Royal and/or Royal Concert Hall including:

a. Creating and placement of print, radio and outdoor advertising

b. Exploiting the comprehensive customer database to target previous attenders, through direct mail and email campaigns, for forthcoming shows and events
c. Undertaking the production of marketing support literature, including copy writing, proof reading and liaising/briefing designers and printers
d. Ensuring an effective and co-ordinated approach to the distribution of printed material to its targeted audiences
e. Ensuring the targeted use of paid for advertising in digital and social media channels 
12. Work with the Head of Sales & Marketing on market research and consultation activities for shows & events at the Theatre Royal and/or Royal Concert Hall to influence the future marketing activities of the venue

13. Working with other members of the sales and marketing team assess and report on the effectiveness of marketing campaigns/activity to the regular  marketing meetings and make recommendations for improvements that could be made for future campaigns
14. Keep abreast of industry developments, assessing and reporting on marketing and sales opportunities appropriate to the venue. 
15. Work with the CRM Systems Officer and Digital Marketing Officer  in consultation with the Head of Sales & Marketing to regularly evaluate audience data using TSTATS, Tessitura, the chosen email provider, social media etc to inform the planning on future marketing activity
16. Work with the Head of Sales & Marketing to complete show analysis and provide specific reports on request for external parties

17. Co-ordinate ‘off-site’ promotional activity to maximise exposure for the venue and its shows and events.  This may include initial contact with outside organisations, managing point of sale and display material, organising staff and evaluating success after the campaign.

18. Attend conferences, press launches, opening night receptions and promotional events, liaising with all departments within the organisation as well as a wide variety of external contacts where necessary
19. Undertake any other duties as necessary at the request of the Head of Sales & Marketing
	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	


	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder:  0

	

	7. Post holder’s immediate supervisor: Head of Sales & Marketing


Prepared by/author: Director - Sales, Marketing & Development
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	AREAS OF RESPONSIBILITY


	REQUIREMENTS
	MEASUREMENT
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	Deliver effective  marketing programmes
	Knowledge and experience of both an income and customer focused approach to the marketing of shows and events undertaken in an entertainment venue
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	A thorough knowledge of marketing practices and experience of using all elements of the marketing mix including above and below the line activity, PR, Communications, Database Marketing, Market Research,  monitoring and evaluation

	
	
	
	
	

	
	Experience of successfully implementing marketing activity to increase target markets and develop new audiences

	
	
	
	
	

	Project Management
	Experience of working under pressure, prioritising projects/work to meet tight deadlines, multi-tasking as appropriate
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	Ability to work on own initiative and as part of a team, with the aim of providing commitment to the implementation, delivery and monitoring of shows and events

	
	
	
	
	

	Work related circumstances
	Work flexible hours including evenings and weekends with reasonable notice
	
	(
	
	(
	

	
	A wide and varied interest in the Arts, including a good working knowledge of drama, opera, musicals and dance
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	Willingness to comply with the City Council’s non-smoking policy.
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	Information Technology
	Ability to use pc packages such as Word and Excel
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	Experience of using digital and social media channels to promote and advertise shows and events

	
	
	
	
	

	Box Office systems and database management
	Experience of using Tessitura Systems and a knowledge of utilising databases in order to effectively and efficiently market shows and events
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	General Communication
	Experience of using excellent written and oral communication skills effectively at all levels internally and externally with a diverse range of contacts
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	Ability to motivate and inform colleagues on a wide variety of issues and topics

	
	
	
	
	

	
	Excellent presentation skills
	
	
	
	
	

	Work to promote mutual respect and good relations
	Sensitivity to a diverse range of patrons/visitors and evidence of responding to their different needs
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	Provide a quality service to a diverse range of patrons/visitors whilst promoting positive relationships and equality

	
	
	
	
	

	Media & Communications Skills


	Experience of handling promoters and producers as well as dealing with press and media contacts
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	P – Pre-application
	A – Application
	T – Test
	I – Interview
	D – Documentary Evidence


4. All staff are expected to abide by the obligations set out in the Information Security Policy , IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 








