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April 2017
Dear Applicant, 

Marketing Officer
Thank you for your interest in the post of Marketing Officer.
Please find enclosed:

1. Job Description and Person Specification

2. Theatre Royal’s Mission Statement

3. Application Form
4. Equal Opportunities Monitoring Form

Completed applications are to be returned by 1pm on Thursday 11th May 2017.
Interviews will be held: Wednesday 17th May 2017
To apply for this position, please return your completed application form to: Velma Fontaine, Operations Coordinator: (vfontaine@stratfordeast.com) or c/o Theatre Royal Stratford East, Gerry Raffles Square, Stratford, London, E15 1BN.
You may find it helpful to look at the Theatre Royal website (www.stratfordeast.com) for further information on the theatre.    

I hope that you will be interested in applying for the post

With best wishes,

Velma Fontaine
Operations Coordinator
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Job Description

Job title:

Marketing Officer

Reporting to:
Head of Marketing

Working with:
Marketing Manager, Box Officer Manager and external press




agencies and publicists as required.

Hours of work:
40 hours per week – Monday to Friday 10am to 6pm.




There will be occasions where work outside these hours is




required – there is no provision for paid overtime however
we operate an informal TOIL system

Salary:

£18k - £22k dependent on experience

Principal duties and responsibilities

General

· As part of the Marketing Team, assist with campaign planning ensuring production specific schedules are kept up to date

· Brief design of posters, flyers and online ads

· Liaise with external agencies as required e.g. printers, designers, print distributors, media buyers, web designers, box office suppliers etc.

· Oversee the Photography library management and image editing for online use

· Assist with the organisation of photo and film shoots including booking space, sourcing props and organising catering

· Create, update and circulate sales reports and sales trackers

· Provide administration support with filing, postage etc

· Oversee update of listings sites for all shows, and for bar entertainment

· Collate audience research results 

· Plan and oversee delivery of direct mail campaigns

· Source collateral and organise information for programmes and play texts

· Liaise with bar management regarding programming and marketing collateral

· Coordinate marketing material for the bar, update listings content and provide designers with updated design briefs

· Update the website and ensure content is accurate, and all productions are live and on sale

· Keep abreast of marketing developments and share new knowledge with the marketing department

Press

· Develop and maintain TRSE’s press / media contacts database and oversee the press clippings library

· Organise images for press

· Maintain the press noticeboard

· Assist with organising media briefings, press conferences, press nights (press invites and press reception), photo opportunities and media interviews 

Website

· Add information to the website, ensuring that all content is presented in a clear and compelling way that maximises sales and audience engagement

· Check the website for accuracy and making sure it is fully up-to-date

Email Marketing

· Prepare email communications under the guidance of the Head of Marketing

· Oversee reciprocal email marketing activity, ensuring that all reciprocal agreements are logged, collateral sent to third parties and third party requests are included in our communications as agreed

Social Media

· Oversee the updating of social media channels working with the Head of Marketing and Marketing Manager

· Set up and manage paid ads on TRSE’s social channels

· Contribute and moderate social media content 

Online Ads

· Help publish our online search and display ads under the guidance of the Head of Marketing. 

Front of House

· Keep front of house displays smart and up-to-date

· Oversee updating of digital displays

· Oversee the installation and removal of front of house banners, and Stratford Centre collateral in conjunction with the relevant contractors

Other

· Participate in meetings and perform other duties as required, commensurate with the status and purpose of the post

· Support and advocate for TRSE, its mission, aims and activity

· Foster and directly contribute to an environment that encourages and enables the progression of new theatre artists, practitioners and other personnel from across the TRSE’s communities 
Personal Specification

Essential

· Some relevant experience in a marketing or similar role

· Enthusiasm and aptitude for marketing and sales

· Good written and verbal communication skills

· Proofreading skills

· Ability to work quickly and accurately with excellent attention to detail

· Good visual sense, with ability to produce effective front of house displays

· Ability to work effectively with a range of community and press contacts

· Excellent IT Skills

· Ability to work as part of a team

· Ability to work to deadlines

· Interest in the work of Theatre Royal Stratford East

· Ability to work flexibly with regular evening and weekend work

· Commitment to equal opportunities and access to the arts for all

Desirable

· Experience using ticketing systems and Spektrix in particular

· Experience of using a website content management system

· Good copywriting skills

· Social Media marketing skills including setting up paid campaigns to reach targeted audiences.

· Experience of preparing data and reports using Excel.

· Experience of effectively managing external suppliers such as designers, printers, web developers mailing houses, etc.

· An understanding and experience of our local community in East London and awareness of recent changes in the area

TRSE is committed to a policy of equal opportunities embracing diversity in all areas of activity and positively welcomes applications from disabled people and people of all ethnicities.
Theatre Royal Stratford East

Mission, Vision and Objectives
Mission 

Theatre Royal Stratford East believes in the ability of theatre to achieve radical change, to shape and to reflect the hopes and dreams of individuals and communities.  It accordingly works to discover and develop new talent and new audiences, particularly amongst people who are often excluded from access to theatre.

Vision 

Theatre Royal Stratford East’s mission is inevitably sharpened by the nature of the district it is in.  The whole area of East London can be seen as at the front-line of change in British society, specifically given that Newham has the most culturally diverse and youngest population of any borough in the country.  Theatre Royal Stratford East has a longstanding commitment to creating a continuous loop between its community and the work on its stage.  This pushes its aspiration to become a role model for the rich rewards to be gained from a wholehearted expression of multi-culturalism, in its programming and all its processes. 

Aims
· To make a key contribution to the development of a vibrant contemporary theatre sector that closely reflects the lively cultural diversity of urban British life 
· To widen people’s horizons, helping to develop the confidence and communication skills of individuals and communities, particularly those experiencing social and economic exclusion

· To contribute towards the development of a harmonious and tolerant society
· To play a role in the social and economic development of East London, building on its role as a cultural flagship with a national and international reputation

· To ensure that audiences, participants, artists and staff enjoy a positive engagement with Theatre Royal through a constant emphasis on the achievement of high quality in every aspect of its work 

	Post Applying For: 
Marketing Officer

	Please complete all relevant parts of this form clearly in type or dark ink and use additional sheets if necessary.  Do not write on the reverse of any page.

Please send completed applications by 1pm on Thursday 11th May 2017 to:-

Velma Fontaine, Operations Coordinator, Theatre Royal Stratford East,

Gerry Raffles Square, Stratford, London E15 1BN

vfontaine@stratfordeast.com


	A.  Personal Details

Mr/ Mrs/ Miss/ Ms  (please delete as appropriate)  
Full name: 
Address:
Telephone – home: 


                  -  work: 


                  -  mobile: 

Email:

	B.  Employment

i) Present or most recent employment
Name of Employer:
Address of Employer:
Postcode:
Nature of business:
Post held:
Date started: 


Date finished (if applicable):  
Salary: 

per annum/ per week  (please delete as appropriate)
Notice required:  

Brief description of duties:  


	ii) Previous employment (please list most recent first).  You may substitute a c.v. for this section if you wish.

Dates                  Employer                                       Post

Please continue on a separate sheet if necessary.



	C.  Education, Training, Qualifications and/or other relevant experience
Please include any voluntary work relevant to this position.



	D.  Other Interests/Hobbies



	E.  Access Requirements
Do you have any access requirements for the recruitment process, (e.g. interpreters, information in different formats, etc)? (please tick)

                                                                                       Yes       
  No

If yes, what assistance can the Theatre Royal Stratford East provide to meet your access requirements should you be called to interview?


	F.  Work Permit
Do you require a work permit? (please tick)             Yes                  No

Staff who require permission to work in the United Kingdom will be required to submit the appropriate proof.  Documentary evidence should not be sent with application forms but candidates will be advised if and when it is required.  Failure to submit documentary evidence when requested will result in delay in appointment.


	G.  Criminal Convictions

Please give details of any criminal convictions you have had, excluding any ‘spent’ under the Rehabilitation of Offenders Act 1974.


	H.  Supporting Statement

Please state why you want this particular post and highlight the skills and experience that you could contribute.  Take this opportunity to address how you specifically meet the job and candidate specifications for this position – giving specific examples as appropriate. 

Please continue on a separate sheet if necessary.

	I.  References

Please give the contact details of two referees.

Name: 
Position: 
Organisation:
Address: 
Telephone:
Email:

Name: 
Position: 

Organisation:  
Address:
Telephone:
Email:  


       Please tick this box if you do not wish your current employer to be approached for a reference unless an offer of employment is to be made.

	I agree that the above information is correct

Signature:                                                                             Date:



THEATRE ROYAL STRATFORD EAST

MONITORING FORM
Theatre Royal Stratford East is committed to an Equal Opportunities policy, including integrated casting. This policy exists to ensure equality of opportunity and the elimination of discrimination on the grounds or worker's sex, marital status, age, creed, colour, race, ethnic origin, sexual orientation and physical, sensory or mental disability.

To ensure that an Equal Opportunities policy is achieving its aims it must be monitored and for this to be effective, it is necessary to classify all employees and job applicants according to their ethnic origin, sex and disability. Records can then be used to establish whether any group is under or over-represented in certain areas. These areas can then be examined more closely in order to assess whether equal opportunities are being achieved or whether discrimination may be occurring.  The information provided will be detached from your application and used for monitoring purposes only.

Any information provided is entirely confidential and will not form part of the selection process. 

1. Please state how you found out about the job, clearly stating the press, network, website, mailing list, etc.

……………………………………………………………………………

2. How do you identify you gender?
	Male
	

	Female
	

	Other (please specify)______________________________
	

	Prefer not to say
	


3. What age group do you belong to?
	0-19
	

	20-34
	

	35-49
	

	50-64
	

	65+
	


4. How would you define your sexual orientation?
	Bisexual
	

	Gay man
	

	Gay woman/lesbian
	

	Heterosexual/Straight
	

	Prefer not to say
	


5. How would you describe your ethnic origin?
	English/Welsh/Scottish/Northern Irish/British
	

	Irish
	

	Gypsy or Irish Traveller
	

	Any other white background
	

	White and black Caribbean
	

	White and black African
	

	White and Asian
	

	Any other mixed/multiple ethnic background
	

	Indian
	

	Pakistani
	

	Bangladeshi
	

	Chinese
	

	Any other Asian background
	

	African
	

	Caribbean
	

	Any other Black/African background
	

	Arab
	

	Any other ethnic group
	

	Prefer not to say
	


6. Do you consider yourself to have a disability?
	Non disabled
	

	Visual impairment
	

	Hearing impairment/deaf
	

	Physical disabilities
	

	Cognitive or learning disabilities
	

	Mental Health condition
	

	Prefer not to say
	

	Other long term/chronic condition
	


SHAPE use the following definition of disability: "People with physical, mental or sensory disabilities: with hidden disabilities such as psoriasis, epilepsy, heart, chest conditions: people with disabilities linked to ageing: people suffering from mental illness".

