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Job Description

	Job Title
	Communications and Marketing Officer

	Reports to (Title)
	Head of Communications and Marketing

	Department
	Communications and Marketing

	Works closely with 
	Production team, Development team, freelancers including photographers and directors

	Hours of Work
	37.5 hours per week (1.0 full-time equivalent)
May include some evening and Saturday working

	Salary
	£32,000

	Length of role
	Permanent, full-time




	Prime Function of Role: 

	This exciting role works across all areas of RADA’s busy marketing team but has a particular focus on three main components: promoting RADA’s productions and events (exhibitions, talks and other events); delivering impactful e-marketing campaigns (with a particular focus on the What’s On email) and managing our social media accounts. 

Role priorities 
· Coordinate and deliver marketing and communications activity for RADA productions, events and other academy initiatives.
· Manage the day-to-day scheduling, publishing and monitoring of RADA's social media channels.
· Deliver effective e-marketing campaigns, including the What's On at RADA email and other digital communications.
· Maintain high-quality, accurate and timely content across the RADA website.
· Create engaging content for marketing campaigns and channels, including copy, basic design and video content.
· Monitor campaign and channel performance, producing reports and insights to support future activity.
· Build positive working relationships with colleagues and stakeholders across the Academy.
· Support RADA's commitment to anti-racism, equity, diversity and inclusion through all aspects of the role.










	
Campaigns and events

· Work with the Marketing team to plan and deliver campaigns that attract audiences to productions and events, and support student recruitment, access and participation initiatives.
· Work on audience development campaigns, which may include research, working with RADA’s Box Office as well as developing marketing activity 
· Support on marketing events schedule of activities in person or online e.g. open days (digital/in-person), coordinate student and fairs 
· Support reactive marketing activity and take responsibility for delivering specific campaigns as agreed.

Social media 
· Research, write, create and coordinate all day-to-day social media content scheduling and management across all social channels; including Instagram (feed and stories), Facebook, LinkedIn, YouTube and Vimeo.

Productions listings and events set up
· Coordinate the on-sale process for RADA productions and events, working with the Box Office and Productions teams to prepare, proof and publish content across relevant channels.

Website
· Keep the RADA website up to date, including news and blogs; copy-editing, basic editing and uploading images, videos and other media content, ensuring content is high quality, consistently presented and content is timely and relevant
· Manage the web updates inbox and respond to requests for updates.
· Create and regularly update student and graduate profiles, with guidance from Design Manager

E-marketing
· Schedule, design and deliver e-marketing campaigns coordinating with Marketing and across other relevant departments. Campaigns include What’s on at RADA, productions and standalone e-flyers
· Manage data pulled from CRM systems (Dynamics and Spektrix), liaising with Box Office and CRM Manager as required

Content, copywriting and scheduling
· Write and manage content for productions as well as for a variety of materials in a range of media – including blogs, news items and where appropriate supporting on bigger projects including drafting or inputing to reports and applications. 
· Coordinate production and event photography schedules, distribution and associated administration.
· Manage poster production and on-site schedule with Front of House team 
· Research RADA news and updates alongside relevant departments, particularly the Development and Alumni team
· Write relevant news stories and blogs for RADA’s website 
· Create content for campaigns, including copywriting, basic design and artwork resizing, basic video editing, and coordinating the production of content where appropriate.
· Keep campaign and content schedules up to date
Reporting and evaluation
· Monitor digital engagement across website and social channels, creating regular reports to inform future planning
· Share campaign performance and activity reports with teams across the Academy as required

Anti-racism and equity 
· With the Communications and Marketing team, continue to develop and implement the anti-racism and equity department action plan in line with the RADA’s institutional anti-racism action plan
· RADA is committed to safeguarding and promoting the welfare of children, young people and adults at risk, and expects all staff to share this commitment. We are committed to equal opportunities and to creating a safe and inclusive environment for all.

Internal communications
· Support internal communications where appropriate 

General
· Work productively with colleagues across the Academy
· Share general marketing team responsibilities, e.g. meeting organisation, minute-taking, management of marketing materials and other activities as required.
· Financial administration for projects (checking and filing invoices, submitting receipts and invoices for monthly reconciliation)
· Maintain administrative systems, filing and archives as required.
· Promote Equality, Diversity and Inclusion at all times and ensure they are at the forefront of your thinking when undertaking your responsibilities.
· Comply with GDPR, Data Protection, Safeguarding legislation and Respect at RADA policy. 
· To comply with Health and Safety legislation and ensure you are up to date with RADA’s Health and Safety Policy.
· Contribute to the development and culture of RADA, attend RADA training and staff events as and when required.






Person Specification 

	
	Essential 
	Desirable

	Qualifications
	· Educated to degree level or equivalent relevant experience
	· Marketing qualification

	Skills/abilities/competencies
	· Strong planning and organisational skills 
· Ability to prioritise in busy environment and work under pressure to meet deadlines
· Strong copy writing ability 
· Excellent written and oral communication 
· Excellent attention to detail
· An interest in content strategy and a flair for producing engaging copy and content
· Excellent IT skills
	· Basic video editing skills
· Basic photo editing skills


	Experience
	· Marketing, campaigns or content role
· Scheduling campaigns
· Copywriting 
· Social media management
· Experience of e-marketing software 
· Experience of using website management systems (CMS)
	· Experience using CRM systems (especially Spektrix ticketing system)
· Experience of Adobe Creative suite (especially Photoshop, Indesign)
· Experience of DotDigital
· Experience of Sprout Social


	Personal Attributes
	· Creative, collaborative and results-oriented 
· Proactive and self-motivated team player
· Able to build strong and trusted relationships 
· Understanding of and strong commitment to equality and diversity
	· Interest in and knowledge of performance making and theatre
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