Gravesham Borough Council 
	Directorate: 
	Communities and Inclusive Growth

	
	

	Department:
	The Woodville

	
	

	Post Title:
	Marketing Casual

	
	

	Grade:
	X

	
	

	Hours
	0 hour contract

	
	

	Responsible to:
	Marketing and Communications Officer


Job Description
This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes.
Responsible to the Front of House Senior for the day-to-day cleaning of The Woodville which includes offices, front of house areas, backstage areas, toilets and communal areas. 
Job summary
This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes
The postholder will be responsible for helping with marketing and promotional activity for the Woodville theatre. They will help work to develop detailed content creation, mailings, meta handling, B2B & working at events for individual events, exhibitions, workshops and other activities.

Work will also involve liaising with the Marketing and Communications Officer to ensure marketing is lively, far-reaching, innovative and versatile.

Main responsibilities 
1. To help monitor all social media accounts.

2. To help creating social media content
3. To help with responding to customer enquiries and messages.
4. To help at events such as Woodville on Tour and Festivals, with customer service and word of mouth marketing.
5. To help with poster displays, leaflet handling and distribution

6. To help actively engage in promotional opportunities within and outside the venues, for example at outdoor events and during town center promotions.

7. To have the ability to develop and maintain relationships within the online community.

8. To be an active member of the team, update work programmes and positively supporting business development opportunities.

9. To develop and maintain relationships with Box Office and work closely with them for Competitions and show offers.

To undertake all training arranged, reasonable to position. 

Any other work as can be reasonably required for the daily operation of The Woodville. 

General

To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.
A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.
The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation
The post holder will comply with Statute and Council Policy in all respects.

An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the LA

A commitment to excellent customer service and the values of the Council.
PERSON SPECIFICATION

	Characteristic
	Specification

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties)
	Computer illiterate
Social Media Experience

Customer Service Experience

Meta Business Suite


	Full Driving License
Video

Photography 

Mailchimp

	KNOWLEDGE

(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations).

Knowledge of the cultural, events and entertainment industry

Knowledge of effective promotions and marketing activities within the industry

Knowledge of data management including GDPR


	

	QUALIFICATION TRAINING
(Educational/vocational qualifications and other training)

Verification will be required
	Secondary School Graduate (GCSEs)

A Level Media Qualifications or Creative Equivalent
	Microsoft Excel
Microsoft Word

Meta Business Suite



	EXPERIENCE

(Level and type of previous experience)
	Min 1 year Customer Service experience

	Content Creating 


	QUALITIES

(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
	Professional approach to colleagues, team members and members of the public.
Ability to adapt quickly to demands and readily accepts changing situations.

To work co-operatively as a member of a team
Forward thinking approach and desire to make a difference
Highly organised, pro-active and self-motivating.
Accuracy and attention to detail

	

	SPECIAL CONDITIONS

(e.g. willingness to work unsocial hours or wear  a uniform)
	Flexible working hours as required by the business including unsociable hours, evenings, weekends and some bank holidays 
	


