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			                                                       August 2010


Dear Applicant 

Marketing Officer

Thank you for your interest in the post of Marketing Officer

Please find enclosed:

1. Job Description and Person Specification
2. Theatre Royal’s Mission Statement
3. Application Form
4. Equal Opportunities Monitoring Form

Completed applications are to be returned by midday 27 August 2010

First interviews for short-listed candidates will be held Friday 3 September 2010

Theatre Royal’s main stage productions focus on new work that is relevant to the communities of East London, including a significant proportion of Black and Asian work.  Theatre Royal also has an extensive education and youth arts programme.


You may find it helpful to look at the Theatre Royal website (www.stratfordeast.com) for general information on the theatre’s policies, current programme and past history.  

I hope that you will be interested in applying for the post

With best wishes, 


Velma Fontaine
Operations Co-Ordinator
JOB DESCRIPTION

Job title: 		Marketing Officer (6-month fixed term contract)		

Reporting to:		Head of Marketing & Sales

Working with:  	Press & Marketing Officer, all departments of Theatre Royal Stratford East

Main Purposes of the Post
To work closely and cross-functionally with the Head of Marketing & Sales and the Press & Marketing Officer as part of a close-knit and flexible marketing team. To contribute to the development of Theatre Royal Stratford East’s marketing strategy and to be responsible for its implementation as outlined below. 

Principal Duties and Responsibilities
1. Take a lead role in developing and implementing imaginative and comprehensive marketing campaigns, to maximise awareness of and interest in Theatre Royal Stratford East, its shows and events and to realise audience targets and ambitions. 
2. Write copy for show-specific material as required.
3. Work with external design professionals to produce appropriate, attractive and persuasive show-specific imagery to be used in print, online and other visual media. 
4. Take the lead role in the production of printed marketing material, both show-specific and season brochures, managing internal and external approval processes.
5. Undertake the editorship, compilation and production of programmes for Theatre Royal Stratford East shows
6. Take the lead role in the distribution of printed material via direct mail, formal distribution outlets, street teams, etc.
7. Liaise with media buyers, devising and implementing advertising campaigns.
8. Take the lead role in devising innovative community engagement initiatives.
9. Take the lead on digital marketing strategy development and implementation.
10. Manage front of house displays, ensuring these are attractive, up to date, complete and tidy. 
11. Take the lead on the promotion of accessible performances.
12. Monitor and provide updates on ticket sales to senior managers as appropriate, identify potential or actual sales short-falls and devise and implement tactical responses.
13. Work with the Box Office Manager and the rest of the sales team on maximising revenue, ticketing reports and reporting to inform campaigns and marketing strategy 
14. Data-drill and analyse Theatre Royal Stratford East’s ticketing and CRM system in order to uncover customer trends that will inform the ongoing marketing strategy
15. Undertake audience surveys both in situ (in liaison with front of house staff) and online.
16. Participate in the Marketing Department activities and meetings.
17. Participate in other meetings and perform other duties as required, commensurate with the status and purpose of the post.
18. Support and advocate for Theatre Royal, its mission, aims and activity.
19. Foster and directly contribute to an environment that encourages and enables the progression of new theatre artists, practitioners and other personnel from across the Theatre’s communities.

Person Specification
Essential

· At least 1 year’s experience in a similar role, preferably in a theatre, theatre company, arts venue or similar
· Enthusiasm and an aptitude for marketing and communications
· Excellent written and verbal communication skills
· Ability to analyse data from a variety of sources and develop effective marketing responses
· Ability to work on own initiative and to deadlines
· Ability to multi-task
· Ability to work as part of a team
· Imagination
· Computer literacy including familiarity with word processing, spreadsheets, desktop publishing and social media networks 
· Commitment to Theatre Royal Stratford East’s vision and ethos
Desirable
· An interest in arts that represent modern Britain, especially performance
· Good visual sense
· Experience of using a website content management system
· Experience of data-mining a CRM or similar system in order to inform and develop marketing strategy
· Copywriting skills
· Experience of effectively managing external suppliers such as designers, printers, web developers mailing houses, etc.
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THEATRE ROYAL STRATFORD EAST

MISSION, VISION AND OBJECTIVES

Mission 

Theatre Royal believes in the ability of theatre to achieve radical change, to shape and to reflect the hopes and dreams of individuals and communities.  It accordingly works to discover and develop new talent and new audiences, particularly amongst people who are often excluded from access to theatre.  

Vision 

Theatre Royal’s mission is inevitably sharpened by the nature of the district it is in.  The whole area of East London can be seen as at the front-line of change in British society, specifically given that Newham has the most culturally diverse and youngest population of any borough in the country.  Theatre Royal has a longstanding commitment to creating a continuous loop between its community and the work on its stage.  This pushes its aspiration to become a role model for the rich rewards to be gained from a wholehearted expression of multi-culturalism, in its programming and all its processes. 

Aims

· To make a key contribution to the development of a vibrant contemporary theatre sector that closely reflects the lively cultural diversity of urban British life 

· To widen people’s horizons, helping to develop the confidence and communication skills of individuals and communities, particularly those experiencing social and economic exclusion 

· To contribute towards the development of a harmonious and tolerant society

· To play a role in the social and economic development of East London, building on its role as a cultural flagship with a national and international reputation 

· To ensure that audiences, participants, artists and staff enjoy a positive engagement with Theatre Royal through a constant emphasis on the achievement of high quality in every aspect of its work 




	
Post Applying For: Marketing Officer 

		
Please note the application due date below.
Please complete all relevant parts of this form clearly in type or dark ink and use additional sheets if necessary.  Do not write on the reverse of any page.
Please send completed applications by midday on Friday 27 August to:

Velma Fontaine, Operations Co-ordinator, Theatre Royal Stratford East,
Gerry Raffles Square, Stratford, London E15 1BN

vfontaine@stratfordeast.com



	A.  Personal Details
Mr/ Mrs/ Miss/ Ms  (please delete as appropriate)  
Full name:  
Address:  

Telephone – home:                                             
                  -  work:                         
                  -  mobile:
Email

	B.   Employment

i) Present or most recent employment
Name of Employer:  
Address of Employer:  
                                                           
Postcode:  
Nature of business:  
Post held:  
Date started:                                       Date finished (if applicable):  
Salary:                             per annum/ per week  (please delete as appropriate)

Notice required:  

Brief description of duties:  






	ii) Previous employment (please list most recent first).  You may substitute a c.v. for this section if you wish.

Dates                  Employer                                       Post
























Please continue on a separate sheet if necessary.




	C.  Education, Training, Qualifications and/or other relevant experience
Please include any voluntary work relevant to this position.







































	D.  Other Interests/Hobbies














	E.  Health/Disability

Do you have any health issue or disability that might affect your ability to carry out the duties listed on the job description? (please tick)
                                                                                       Yes       	  No

If yes, please give a brief description:  



What assistance can the Theatre Royal Stratford East provide (e.g. equipment, office adaptations, interpreters, etc) if you were to be called in for an interview or to assist you in carrying out the duties listed on the job description?






	F.  Work Permit
Do you require a work permit? (please tick)             Yes                  No

Staff who require permission to work in the United Kingdom will be required to submit the appropriate proof.  Documentary evidence should not be sent with application forms but candidates will be advised if and when it is required.  Failure to submit documentary evidence when requested will result in delay in appointment.

	G.   Criminal Convictions

Please give details of any criminal convictions you have had, excluding any ‘spent’ under the Rehabilitation of Offenders Act 1974.

















	H.                                                                   Supporting Statement

Please state why you want this particular post and highlight the skills and experience that you could contribute.  Take this opportunity to address how you specifically meet the job and candidate specifications for this position – giving specific examples as appropriate. 

Please continue on a separate sheet if necessary.













Referees


	
Please give the contact details of two referees.


Name:
Position:
Organisation:
Address:

                                                          Postcode:
Telephone:


Name:
Position:
Organisation:
Address:

                                                          Postcode:
Telephone:


�  Please tick this box if you do not wish your current employer to be approached for a reference unless an offer of employment is to be made.


	
I agree that the above information is correct


Signature:                                                                   Date:







THEATRE ROYAL STRATFORD EAST
MONITORING FORM

Theatre Royal Stratford East is committed to an Equal Opportunities policy, including integrated casting.
This policy exists to ensure equality of opportunity and the elimination of discrimination on the grounds or worker's sex, martial status, age, creed, colour, race, ethnic origin, sexual orientation and physical, sensory or mental disability.

MONITORING

To ensure that an equal Opportunities policy is achieving its aims it must be monitored and for this to be effective, it is necessary to classify all employees and job applicants according to their ethnic origin, sex and disability. The records can then be used to establish whether any group is under or over-represented in certain areas. These areas can the be examined more closely in order to assess whether equal opportunities are being achieved or whether discrimination may be occurring.  The information provided will be detached from your application and used for monitoring purposes only.

Please tick the appropriate box/es

MALE       		FEMALE 

CLASSIFICATION BY ETHNIC ORIGIN

The Commission of Racial Equality recommends classification by a combination or colour and ethnic origin, with the divisions as shown below and wherever possible, self-classification should be used.

	BLACK	
	
	
	WHITE
	
	

	Afro-Caribbean origin

	
	
	European origin
(including U.K.)
	
	

	
	
	
	
	
	

	African origin	

	
	
	Other, please specify:      
	
	

	
	
	
	
	
	

	ASIAN origin

	
	
	
	
	

	
	
	
	
	
	

	OTHER, please specify:	

	
	
	
	
	

	
	
	
	
	
	




CLASSIFICATION OF DISABILITY

SHAPE use the following definitions of disability:
"People with physical, mental or sensory disabilities: with hidden disabilities such as psoriasis, epilepsy, heart, chest conditions: people with disabilities linked to ageing: people suffering from mental illness".

We stress that the information collected on the form below is confidential and will not be used in any way whereby an individual can be identified.

Please tick as appropriate:                    
                                                                                                                                                                      
In the terms of the definition as outlined above, would you describe yourself as disabled in any way?

	YES
	
	
	NO
	




Please state where you saw this job advertised:
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