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Job Title: Venue & Marketing Coordinator

Hours:  30 hours per week, over 4 or 5 days. Some weekend and evening work. Flexibility required. 
Salary:  starting at £21,500 pro rata
Contract: Permanent (funding dependent)
Job Description 
· To be the friendly first point of contact for visitors, participants and employees in The Writers’ Block 

· Ensure The Writers’ Block is stocked and well maintained

· Support workshops as needed both with schools and the public

· Support events and hires including refreshments, space management, box office

· Collect and collate audience data and comments

· Attend and write up evaluation sessions
· Support the development of the core programme
· Maintain the website, uploading news and events 
· Liaise with ticketing partners re event info & bookings
· Create publicity material including posters and flyers
· Distribute publicity

· Maintain and develop the social media presence – Facebook, Twitter and Instagram

· Support and enhance the profile of the work through social media

· Undertake general office work as needed e.g. maintaining databases, mailshots, e-bulletin,
· Offer admin support and welcome to freelance staff

· Advocate for the organisation 

Skills and Person Specification

The Writers’ Block is a friendly organisation and we couldn’t deliver the wide range of work without our dedicated and high quality team. Opening our new venue in the Old Redruth Library is an exciting and challenging time to join us, and alignment with our values and vision is just as important as the skills and experience outlined. 

This post would suit someone who is interested in an organisational and front of house role in the arts in particular in relation to children, young people and the wider community. Someone who is admin focussed and would enjoy this within a creative environment, taking satisfaction from being an essential part of a core team. 
Essential 
· Excellent IT skills, being proficient in Microsoft Office especially Word, Excel, Publisher, PowerPoint and Outlook
· Excellent attention to detail

· Excellent written and verbal communication skills

· Excellent skills in social media including Facebook, Twitter and Instagram

· Well organised

· High level of initiative

· Ability to problem solve

· Excellent time management

· Ability to work in a small busy team and with general public
· Flexibility both with tasks and days worked 

· Ability to pick up new software quickly

· Interested in arts, education, culture & community
Desirable 
· Experience of Wordpress

· Experience of Adobe InDesign or other image manipulation/design software such as Canva
· It may be useful to have access to transport, but we envisage this being infrequent. 
Conditions of work

Contract

3 months probation. Permanent contract subject to funding. 
Pay


 £21,500 pro rata (£11.00 per hour) 
Travel allowance 
45p per mile for work related journeys
Holidays

25 days pro rata, plus bank holidays and KEAP Christmas shutdown period. 

Hours
30 hours per week, usually over 4 or 5 days. Some weekend and evening work. Flexibility required.
Pension
KEAP operates an automatic enrolment workplace pension scheme with NOW pensions.
Place of work
This role will be primarily based at The Old Library in Clinton Road, Redruth.  Occasionally there will be work off site; initially mainly in Redruth.  
Equal Opportunities

We are an equal opportunity organisation. We recognize and celebrate diversity and we are committed to creating an inclusive environment for all of our team. We value people, and strive to ensure that there are no barriers to opportunity, achievement, success and enjoyment for everyone we work with. We do not discriminate on the basis of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation. Our current premises are accessible, and we will make every reasonable adjustment to working conditions to ensure the comfort and wellbeing of our team. 
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