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Dance City Job Description
Communications Manager (Job Share)

Based at:
Dance City, Newcastle upon Tyne
Responsible to: 
Artistic Director

Responsible for:
Members of staff as appointed

Essential requirements:
Marketing Related Degree or Post Graduate Qualification or

3 years proven experience of developing, maintaining and delivering on marketing strategies 

Key relationships (internal):
Classes and Bookings Coordinator, Programme Manager, Youth Dance Coordinator, Box Office Manager, CAT Manager, Degree lead, BTEC lead, Artistic Director and other staff as appropriate

Key relationships (external):
Local, national and international media, Arts Council England, Newcastle City Council, other regional authorities, other arts venues, professional dance practitioners, dance teachers, sponsors, consultants
Purpose:
To jointly take the strategic lead to instigate, develop and implement high quality dance marketing in line with Dance City’s business plan and ambitions

To contribute at a senior level to the effective marketing delivery of all of Dance City’s programmes of work


To maintain a clear and consistent voice and brand across the organisation

To change the face of Dance City both inward and outward facing, bringing new ideas, methods and a higher profile for the organisation 


To get best value from Dance City’s marketing spend

To bring flair and imagination to the role and developing lively marketing and communications plans

To be a major factor in bringing new and retaining existing audiences at Dance City


Promote and advocate for Dance City locally, regionally, nationally and internationally
Hours:
20 hours per week

Salary:
£26,000-£35,000 pro rata dependent upon experience
Overtime:
Overtime payments are not made.  Time off in lieu can be provided

Expenses:
Travel during the course of Dance City business will be reimbursed and mileage paid at the current Dance City rate.

Probationary period:
6 months

Notice period:
1 month

Key Responsibilities

Job Share Responsibilities

· Each partner must be prepared to undertake the full range of duties however duties may be split in a range of ways e.g. by task, project, work area. 

· Job sharers have a responsibility to ensure good communication with each other and the wider team for effective co-operation and continuity of work.

· The most appropriate methods of communication and an overlap of hours will be agreed before the job share commences.

· The working patterns may need to be varied from time to time to ensure smooth delivery of the full job.

· The post-holders will be required to work flexibly as required to ensure the full needs of the role are met. 
Branding and Marketing
· To work closely with the Dance City team, particularly the Artistic Director and Programme Manager, to develop and deliver effective branding and marketing campaigns for performance, community and education outputs.
· Work closely with suppliers, including Dance City’s marketing partners, printers, copy-writers and photographers.
· Proof and edit all marketing and promotional activities.
· Set up effective mechanisms for the distribution of print and publicity.
· To work in partnership with the Artistic Director to ensure that the organisations’ strategic objectives are met.

· To build the Dance City brand to one of awareness and understanding locally, regionally and nationally.

Audience Development

· Devise and deliver an audience development and communications plan.

· Sustain reciprocal relationships with all relevant networks, companies and venues.

· To identify new opportunities for advocacy and building audiences and profile for the organisation.

· To utilise social media to inform, inspire and encourage people to get involved with Dance City.
New Media
· Ensure that all digital information is current and accurately reflects Dance City and promotes its activities through its own website and other online environments.
· Oversee Dance City’s digital presence to reach a wide and varied range of people, using such sites as Twitter, Facebook, YouTube etc.

· Ensure that all listings and events are issued and carried by press.

· Identify opportunities to cross-promote with others.
Database & Mailing
· Develop the Dance City database so that it is clean, more accessible to all staff and unified for ease of use.
· Rapidly grow the current Dance City database.
· Create effective feedback opportunities for Dance City users.

· Ensure compliance with all data protection legislation.

Fundraising/Finance

· Assist in the development and delivery of fundraising activities.

· Manage marketing budgets.

· Write the marketing and communications sections of Dance City’s fundraising applications.

· Maximise revenue for Dance City through devising and managing effective campaigns, including commercial activities.
Press and Public Relations
· Maintain, develop and maximise press and media contacts, creating specific press events and activity to promote Dance City. 

· Issue press releases as required.

· Represent and advocate for Dance City at meetings and events as appropriate/ required.

· Ensure that Dance City’s Business Plan and ambitions are understood widely across the staff team and stakeholders and that those ambitions are delivered.

· Produce verbal and written reports for all activity as required.

· Be the organisations main point of contact for all marketing and communications.

Retail

· To lead on Dance City retail opportunities, establishing the brand and driving income streams.

· To lead on website development and sales opportunities.
· To lead and advise on pricing for Dance City products (including classes, workshops and performances alongside merchandise).
· To lead on online content to drive income streams (including cross selling and upselling initiatives).

Organisational and administrative duties
· To provide evidence of successes and reports for use at strategic Dance City meetings (i.e. Board and major stakeholders).

· To carry out routine administrative duties and respond to day to day enquiries.

· Keep up to date with current marketing and media best practice, and take the lead in trying new ideas.

· To take part in training activities as appropriate.

· To undertake any other duties as required.

· To establish measurement tools for brand, marketing and communications successes.

· To undertake market research as appropriate.

· To lead on internal communication channels.

Legal
· To comply with all Dance City’s policies.

Person Specification

Essential

· Highly motivated with a desire to succeed

· Minimum of 5 years experience of working in the marketing sector

· Proven strong marketing ideas and experience

· Entrepreneurial flair and able to generate new ideas

· Experience of working with artists

· Interest in dance as an artform

· Proven ability to devise and delivery strategy
· Proven ability to adapt to change

· Ability to lead and motivate other team members
· Ability to manage multiple priorities

· Understanding of new media technology as marketing tools

· Excellent copy-writing, proof-reading and IT skills
· Proven excellent organisational ability

· Strong oral and written communication skills
· A proven self-starter, able to take the initiative and make decisions
· Ability to prioritise workload/good time management
· A deep understanding of working in partnership 

· High level of attention to detail

· Punctuality
· Commitment to equal opportunities

· Enhanced CRB clearance

Desirable

· Previous dance sector experience

· Digital marketing qualification
· Degree or higher in creative/management/marketing subject

· National and/or international dance/ arts sector knowledge

· Experience of negotiating with suppliers

· Understanding of market research

· Full UK Driving licence and access to a car
