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ARTS CENTRE




Context and Background
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The Tacchi-Morris Arts centre opened in 1990 as the result of a successful National Lottery bid and partnership funding from the Tacchi-Morris Trust.

A joint agreement exists between Heathfield Community School, The Tacchi-Morris Trust and Somerset County Council which governs the use of the building.

The centre programmes about 150 nights of performance a year in addition to an extensive programme of conferences, residencies and workshops. Shows range from national touring theatre and dance companies to performances by schools, colleges and universities.

The centre also runs an extensive education programme co-ordinating regular workshops and residencies for students at Heathfield Community School and The SPACE as well as other local Primary and Secondary schools. We run an extensive range of weekly Community Classes catering for all age groups from Fun Feet (for 4-7 year olds) to adult classes.

Marketing and Events Officer 
22.5 hours per week (term time only). Fixed term one year contract in the first instance. Additional hours may be required during periods of staff absence. Flexible hours to include approximately one weekday evening or weekend shift per week (approx. 3-4hrs) for Duty Management of shows/events. 
JOB DESCRIPTION AND PERSON SPECIFICATION
The Marketing and Events Officer will be responsible for publicising the work of the Tacchi-Morris Arts Centre and representing the centre publically. As well as developing and implementing a comprehensive marketing strategy, the Marketing and Events Officer will aid in the production and distribution of publicity materials and managing events at the Centre.
1. POST

Marketing and Events Officer (One year contract in the first instance)

1.1 GRADE


Grade 13 (£16,830 - £19,126) per annum, pro rata. Salary commensurate with experience. Conditions of service based on the N.J.C. for local Government Services (Green Book). 
2. RELATIONSHIPS

2.1 
Line managed by the Tacchi-Morris Arts Centre Director and employed by the Heathfield Community School Governing Body
2.2 
Reports to the Centre Director, the Head of Heathfield Community School and the Tacchi-Morris Management Committee
3. JOB PURPOSE

To oversee all marketing and publicity for the Tacchi-Morris Arts Centre. The post-holder will ensure the centre’s marketing is effective, fresh and dynamic and will be responsible for devising and co-ordinating events to reach new audiences and ensure a loyal and satisfied customer base
4. RESPONSIBILITIES

4.1 MARKETING
· Producing flyers and publicity materials for shows and classes, as well as promoting volunteering opportunities at the Centre
· Developing e-marketing and co-ordinating regular mail-outs
· Developing marketing campaigns and producing targeted marketing for shows
· Researching key websites / publications / listings to advertise the Tacchi-Morris Arts Centre
· Updating and expanding the website as required
· Developing and managing promotional offers and ticket schemes

· Assisting with marketing productions to Heathfield Community School students and The SPACE Company, as well as other local schools and colleges, ensuring information is up to date and relevant
4.2 PUBLICITY
· Increasing the Centre’s profile in local and national media
· Writing press releases
· Researching and building links with local and national media organisations
· Working with the Centre Director and Director’s PA to collate information for the termly brochure
4.3 DISTRIBUTION / MAILING
· Working with the Box Office Manager and Centre Administrator to develop Databox systems and improve mailing lists
· Working with the Centre Director, ICT Manager and Centre Administrator to upgrade Database systems
· Improving mailing and distribution lists and assisting the Centre Administrator with co-ordinating brochure distribution
4.4 NETWORKING
· Building links with community groups and schools.
· Attending networking meetings as required
· Keeping in contact with county-wide organisations

4.5 EVENTS
· Managing events to raise our profile
· Duty Managing shows as required
· Developing a Friends and Corporate Members Scheme

· Managing exhibition-related events and private views etc.
4.6 MARKET RESEARCH
· Collating feedback from workshop participants / students and using this to develop future activities and communications
· Designing feedback forms and new means of gaining audience feedback after shows
PERSONAL ATTRIBUTES
· Pro-active, confident marketeer
· Confident in working independently and as part of a team
· Sociable and enthusiastic
· A good sense of humour
· Driven, self-motivated and resourceful
· Imaginative flair
· First-rate design skills and the capacity to produce eye-catching publicity
· The ability to write lively, persuasive and engaging copy
· Excellent ICT skills
· Good interpersonal skills
· Personable telephone manner
· Ability to prioritise and work well under pressure
· A flexible and positive approach

· The capacity to engage a wide-range of audiences
· The ability to motivate others
APPLICATIONS
Applications can be submitted by email to: info@tacchi-morris.com 
Or posted to 
Louise Lappin-Cook, Tacchi-Morris Arts Centre, School Road, Taunton, TA2 8PD

Application deadline: 9am, Tuesday 21st February 2012
Interview date: Monday 27th February 2012
FURTHER INFORMATION
Visit our website at www.tacchi-morris.com or contact us on info@tacchi-morris.com.

Contact telephone numbers: 01823 414141 (or 01278 732940 from 13th – 17th Feb)
