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Job Description

Post Title:	Marketing Assistant - Campaigns 
Service:	Assembly Hall Theatre - Culture
Grade:	3
Responsible To:	Sales and Marketing Manager


Job Summary:	The Marketing Assistant will work across all shows delivered by the Assembly Hall Theatre with our Sales and Marketing Manager. This role will also be responsible for campaign creation, delivery and monitoring across all venues. It is also the main point of contact between the marketing team and the visiting production companies. This role is also the lead on marketing email creation.
The role will work in the theatre and have the opportunity to work remotely from home.

Main Activities:

1. To maintain effective strategies for online performance to encourage growth in memberships, ticket sales, general revenue, site visits and e-mail subscribers.

2. To support the Sales and Marketing manager in managing the AHT Website as required, and providing resilience within the team.
3. To share the responsibility of attending events to meet producers, customers and members with the Marketing Team.

4. To attend all press nights as required.

5. To provide training and information to colleagues regarding all campaigns.
6. To be responsible for asset collection from producers and, under direction for the Sales and Marketing Manager to oversee the production and distribution of newsletters, Digital Season guides etc.
7. To ensure all marketing campaigns are agreed and delivered to a timeframe, whilst maximising income opportunities for our venues.

8. To plan and deliver all advertising including outdoor and placed adverts, whilst maximising producer contribution towards campaigns.

9. To be a main contact for all producers and to plan campaigns and instruct colleagues on campaign tasks as required.
10. Assist with the targeting and data extraction for marketing campaigns, set up offers on shows, analyse and report on campaign performance.

11. To assist in creation and management of all membership marketing material on the website and in print.


12. To brief the in-house Designer and write the copy for membership marketing, and all campaign materials including information leaflets, welcome packs, signage and online content.

13. To assist in the theatre’s SEO activity, data tracking and monitoring Analytics.

14. To provide cover to other roles in the sales and marketing team as required.
15. Be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.
16. To be aware of and have an understanding of the Council’s Safeguarding Policy and corporate responsibilities in relation to the safeguarding of children and adults at risk.




NB This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post. In line with Service needs, some tasks may need to change and any changes will be made in consultation with the postholder.
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