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DANCE CITY JOB VACANCY 
Training Academy Communications Assistant
0.5 FTE (20 hours per week)
£20,800 pro rata
Thank you for your interest in the role of Training Academy Communications Assistant at Dance City.
Dance City is an Equal Opportunities employer, we actively work to ensure an equal opportunities and anti-discriminatory culture for all employees and users and seek to employ people currently under-represented in the creative and cultural sector including young people, ethnically diverse, or Black, South Asian, East Asian, South East Asian, and people with disabilities.
Enclosed is the following information:

· A Job Description and Person Specification

· Summary of Terms

How to apply:
Please complete both the Application Form and Equality Monitoring Form, we do not accept CVs. You should use the Application Form to tell us why you want this role and highlight the skills and experience which are relevant to the person specification in the job description.
Your completed forms should be submitted to Philippa McArdle, HR Coordinator: philippa.mcardle@dancecity.co.uk (Email Subject: Training Academy Communications Assistant).
Please note that Philippa works Monday – Wednesday, 9:30am – 5:30pm.
The closing date for applications: Monday 29 November at 12 noon
Interviews will be held: week commencing 6 December
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Dance City Job Description

Training Academy Communications Assistant – 0.5 FTE (20 hours per week) 

Reports to: Head of Communications  
Key relationships (internal): 

Head of Communications, Communications Assistant, Interim Head of HE, Degree Leader, MA Leader, Training Academy admin and teaching staff. Past, current and potential students. Student Reps.
Kay relationships (external): 
Local, national and international media, design, print and advertising agencies, other dance training providers, Further and Higher Education Programmes (Nationally), professional dance practitioners, dance teachers, National CATs, regional and national feeder schools, One Dance UK, University of Sunderland and other educational partners and stakeholders. Dance City Alumni
Job Purpose 

To support the Head of Communications with recruitment of prospective students to Dance City’s Training Academy. This includes Centre for Advanced Training (CAT), BA and MA courses.

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

To bring flair and imagination to the role, contributing towards the development of lively, inspiring communications plans. To contribute towards developing new and retaining existing audiences.

Hours: 0.5 FTE (20 hours per week)
Salary:
£20,800 per annum pro rata (£10,400 actual)
Probationary Period: 6 months



Duties & Responsibilities

· To support the Head of Communications with recruitment of prospective students to Dance City’s Training Academy. This includes CAT, BA and MA courses.

· To support in tactical delivery of the Training Academy Communications Plan. To include developing content and coordinating production of the whole marketing mix – print, promotion, events, digital, social media etc reflective of Dance City’s Training Academy brand, imagery and identity

· Monitor, maintain and update Dance City’s website and ensure all digital information is current and accurate.

· Updating and monitoring Dance City Training Academy social media channels including Facebook, Instagram, YouTube, TikTok and Twitter.

· Oversee the creation of email and direct mail campaigns. 

· To assist with organising and attend Dance City’s Training Academy events, open days and external events and exhibitions – acting as an advocate and expert on all Training Academy courses. 

· Ensure that the ‘One Dance City’ approach is adhered to through careful management of the marketing database and provision to dance teachers of appropriate marketing collateral. 

· Attending and digitally documenting student performances, creating performance programmes, inviting VIPs to performances.

· Assisting with the promotion of MA Advanced Performance tour.

· Photography, videography and written content production capturing everyday student life.

· Liaising with suppliers including designers, printers, mailing house, distribution companies, videographers and photographers.

· Ensuring that all media is appropriately credited and that students have given consent for their imagery to be used for marketing purposes. 

· Gathering and reporting on quantitative and qualitative data from staff and students. 

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

· Gather monitoring, evaluation and other documentation across Dance City’s Training Academy as required.

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

· Coordinating, attending and notetaking at all internal Training Academy communications discussions and ensuring that notes and action points are circulated.

· Be fully conversant with Dance City’s ticket office system (Spektrix), able to generate reports, insights and mailings and support the growth and development of the database.

· Cultivating close collaborative relationships with Training Academy staff and students, particularly Student Reps.

· To support coherence in Dance City’s Training Academy output across its programmes, the wider community and arts sector. 

· To engage and support service users in identifying the impact Dance City’s Training Academy has on their learning and document as appropriate. 

· To assist with the development of a Dance City Alumni network. 

· To bring flair and imagination to the role, contributing towards the development of lively, inspiring communications plans.

· Take part in training activities as appropriate.

Undertake any other duties as required.

Legal

· To comply with all Dance City’s policies.

This is a description of the main duties and responsibilities of the post at the date of production. The duties may change over time as requirements and circumstances change. The person in the post may also have to carry out such other duties as may be necessary from time to time.
Person Specification
Essential
· Highly motivated with a desire to succeed

· Thorough understanding of and interest in digital marketing

· Interest in dance as an art form

· Ability to manage multiple priorities, prioritise workload/manage time

· Excellent copy-writing, proof-reading, spelling and grammar and IT skills

· Proven organisational skills

· Strong oral and written communication skills

· A proven self-starter, able to take the initiative and make decisions

· High level of attention to detail

· Punctuality

· Commitment to equal opportunities

Desirable
· Understanding of dance education sector

· Previous arts sector experience

· Experience of working with artists

· PR experience 

· Marketing / PR qualification

· Experience of using Ticket Office Systems

· Experience of using content management systems

· Able to use photoshop / image management software

· Experience of editing and publishing digital video / audio content

Dance City, Temple Street, Newcastle upon Tyne, NE1 4BR


