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Duties (1/2)

Marketing and Communications

e Lead onimplementing the marketing and communications strategy to enable the
company to reach more people, raise awareness of the company's work and increase
engagement.

e Devise and deliver campaigns for all Immediate Theatre programmes and activities.

e Develop Immediate Theatre’s presence on social media platforms, generating and
managing relevant content and engaging with peers and stakeholders in a timely manner.

e Maintain and update Immediate Theatre’s website ensuring content remains relevant and
meets the needs of different users, working with the website designer as necessary.

e Manage the design, production and distribution of print and digital promotional materials;
including creating in-house and commissioning external designers to develop materials.

e Create copy for marketing communications including e-newsletters, blog posts and press
releases.

e Work with all staff to ensure activities are marketed in a timely manner, in line with the
marketing strategy, including collaborating with freelance marketing staff on specific
programmes.

e Lead on branding, ensuring that all materials follow branding guidelines and partners and
funders are credited as appropriate.

e Work with our Patron, Idris Elba, and his team, to maximize publicity and raise our profile and
level of donations.

e Research and lead on opportunities to raise Immediate Theatre’s profile, including entering
local and national awards.

e Lead on online fundraising campaigns such as the Big Give & Hackney Half, identifying ways
to encourage individual giving.

e Manage the marketing budget across all programmes.

e Support the Immediate Theatre team to carry out outreach and audience development
initiatives to engage new participants and expand our work.




Duties (2/2)

e Support the creation of the Annual Report including writing, proof-reading and creating
visuals.

e Monitor and evaluate the impact of campaigns and communications and use the results to
inform and shape the Marketing Strategy and create reports for staff and Board.

General

Monitor funders’ reporting requirements and deadlines and support the General Manager
and Artistic Director to ensure these are delivered on time.

e Supportin the coordination of events, including management of guest lists and ticket
allocations.

e Support staff recruitment including creating job packs and placing adverts.

e Assistin scheduling content across Immediate Theatre’s partner, the 16+ Hackney
Network.

e Attend and contribute to project and team meetings, take part in training, supervision and
company development activities as required.

e Keep accurate, up-to-date databases, monitoring information and appropriate filing
systems.

e Visit projects as requested, act as an ambassador and represent the company at meetings.

e To undertake other duties associated with this post as requested.

e To adhere to quality standards as set out in Immediate Theatre’s policies and procedures.

Equal Opportunities
To integrate anti-discriminatory practice into all aspects of work with the company and promote equality of
opportunity in both service delivery and all matters relating to staff and volunteers.

Safeguarding

All staff have a responsibility to safeguard and promote the welfare of children and adults. The post holder will
undertake the appropriate level of training and is responsible for ensuring that they understand and work within
the safeguarding policies of the organisation.
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