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MARKETING ASSISTANT (30 HOURS PER WEEK)


Purpose of Role
The Marketing Assistant will be required to support the Head of Marketing in efficiently and effectively delivering a range of marketing activities. They will aid the Head of Marketing in the successful planning and implementation of all aspects of company marketing strategies.


Key Responsibilities

· Helping to manage and develop the theatre’s Social Media output across multiple accounts, ensuring creative, consistent and valuable output to maximise engagement
· To engage with customers through social media and maximise followers	Comment by Charlotte Ramsay: I’ve moved social media to the top ‘cause that’ll probably be a big chunk of their workload! Also split it into management and engagement
· To manage and update the theatre website, ensuring that all information is up to date and listed correctly
· To assist the Head of Marketing in the planning, developing and implementing of effective marketing campaigns for the Tyne Theatre & Opera House and its programme of events
· To manage and monitor the display of print and marketing material internally and externally, including the organisation of print distribution
· Managing and creating databases
· To assist with e-shots and digital marketing campaigns
· To assist with the co-ordinating of PR activities when needed, including creating press releases, dealing with media requests and organising press events
· To contribute towards the production of marketing materials, including brochures, leaflets and posters and canopy boards

Role Requirements
· Work experience or qualification in marketing or similar discipline
· Good knowledge and understanding of social media and digital marketing practices
· Good working knowledge of content creation tools such as Adobe Suite, Canva, CapCut etc.
· Strong understanding of content creation from ideation to execution and analysis
· Strong verbal and written communication skills
· Good relationship building skills
· Excellent time management and organisational skills
· Ability to use initiative and be a self-starter
· High level of attention to detail 
· Good MS Office and IT Skills 
· Experience of creating artwork desirable but not essential

Salary
£25,818 pro rata (£20,654.40)
Tyne Theatre & Opera House Limited, 117 Westgate Road, Newcastle upon Tyne, NE1 4AG
t: +44 (0)191 243 1171/72 | e: info@tynetheatreandoperahouse.uk | www.tynetheatreandoperahouse.uk

The company is limited by guarantee: company number 9330825
VAT Registration Number: 202 5990 23
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