Job Description  
	Job title:
	Digital Marketing Assistant and Front of House at Exchange Place Studios (12-month contract)

	Usual Place of Work:
	Yorkshire Artspace, Exchange Place Studios, Exchange Street, Sheffield, S2 5TR

	Working Hours:
	32.5 hours per week 

	Responsible to:
	Programme Manager

	Salary:
	£16,341 p/a (32.5 hours per week pro rata £14,162)



Purpose of the Job
To aid the organisation with communications through effective use of social media and marketing to promote all aspects of the organisation.
To support the friendly and efficient running of the reception at Exchange Place Studios and nurture internal communications.   

To support the effective delivery of Yorkshire Artspace’s Programme by providing efficient and imaginative administrative support to the Programme Manager.  

Hours of work

32.5 hours p/w. Core office hours are Monday - Friday 9.30am to 4pm but occasional evening and weekend working will be required for events. 
Duties and Responsibilities 
You will be responsible to the Programme Manager, but will work closely with all staff members on common areas of activity, for:
Digital Communications 
1. Supporting the Programme Manager in generating digital content for our digital communications.
2. Running social media accounts on behalf of organisation including twitter, Instagram and Facebook    

3. Compiling, editing and distributing the enewsletter (quarterly external newsletter)

4. Compiling, editing and distributing the weemail (weekly internal newsletter)
5. Ensuring the Yorkshire Artspace website is kept up to date, with guidance from the Programme Manager and contributions from other staff
6. Assisting with promotion and documentation of events and activities (including film and photography)
7. Supporting any marketing projects related to the Programme and the organisation 
8. Sharing knowledge around digital marketing with staff and studio holders

General Communications
9. Disseminating press releases

10. Coordinating mail distributions
Programme Admin Support 
11. Supporting dissemination and promotion of the Programme activity and its outcomes
12. Assisting with the organisation and staffing of events and activities, including Open Studios.
General & Front of House
13. Attending and contributing to weekly team planning meetings
14. Answering the door, directing visitors and processing post and deliveries
15. Liaising with the Operations Manager when contractors are on site.
16. Taking calls and messages for other staff members and studio holders
17. Keeping front of house areas tidy and presentable.
Person Specification

Skills 

	Essential
	
	Desirable

	Exciting written and verbal communication skills across all media


	
	Demonstrable use of social media campaigns.


	Strong administrative and organisational skills with the ability to prioritise and to deadlines

	
	

	Ability to use social media apps and In-Design & Photoshop

	
	Flair for design

	Competence with using Microsoft Office - excel, word, email and internet  

	
	Knowledge of Mail Chimp, and managing website content

	Active interest in contemporary visual arts and/or applied arts

	
	

	Punctuality, enthusiasm and efficacy.


	
	


Experience 

	Essential
	
	Desirable

	Use of social media as part of a marketing project (can be as part of voluntary or work experience).

 
	
	Experience within the cultural sector (can be as part of voluntary or work experience).



Qualifications and Training 
	Essential
	
	Desirable

	Experience is more important than a qualification.

	
	Arts related qualification.


	Willingness to undertake further training as appropriate.

	
	


How to apply; 

Apply by 9.30am on 23rd July by email to kate@artspace.org.uk sending;

1. a CV that is formatted to directly relate to the person specification in the job description

2. a video that showcases your passion for art and design in Sheffield in your voice – maximum two minutes, uploaded to Google Drive or similar

Only applications accompanied by a video will be considered.

Interviews will be held on 24th July at Exchange Place Studios (we will inform all shortlisted applicants by 3pm on 23rd July).  You will be asked to bring with you an article relating to art and design that you have written on any social media platform.

