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Reports to: Head of Marketing & Development
Salary: £32,000
Hours: 35 hours per week for an initial period of 12 months subject to review

The Queen’s Hall is one of the city’s best-loved music venues. Our programme includes classical, jazz, folk, rock, pop, and independent contemporary music, as well as comedy and spoken word, and attracts around 90,000 audience members each year. We host local acts and international performers, emerging and acclaimed artists, showcasing up to 200 events per annum, and are an important Edinburgh festivals venue.

We are predominantly a venue-for-hire with external promoters booking the space for their artists but around 25-30% of our programme is booked by us, as The Queen’s Hall promotions.

The venue is managed by a small, enthusiastic core team. We are seeking a Marketing Officer who is looking for a busy, flexible, and collaborative role to assist with overall venue marketing, individual show promotion and the advancement of fundraising and development initiatives with the opportunity to work across the whole marketing mix in different areas of the business.
Job overview
· To support the Head of Marketing & Development in effective marketing campaigns, with a focus on digital, to promote both The Queen’s Hall as a venue and the shows on stage. 
· To assist with the strategic growth of the business, undertake research and suggest marketing initiatives to aid this. 
· To assist with development projects and support fundraising initiatives as necessary. 
· To work closely with the Box Office team in the overall sales and marketing of events.
· Be a proactive and enthusiastic member of the team, ensuring that a positive experience of The Queen’s Hall is promoted and experienced by all users and stakeholders, who are kept fully informed and engaged. 

Key responsibilities

[bookmark: _Hlk85456966]Website management
· Add events to the website.
· Source additional content to engage customers and drive sales.
· Keep all areas of the website up-to-date, relevant, and engaging.
· Manage problems by liaising with web developers and reporting issues.

Social Media
· Increase and engage an audience for QH on Facebook, X, and Instagram by developing our voice and maintaining a regular schedule of posts and interacting with followers.
· Regularly analyse statistics, record weekly stats, and ensure content reflects best practice.
· Respond to customer messages, comments, and reviews across social media platforms.
· Design and build Facebook/Instagram paid adverts.
· Assist with creation of compelling fundraising campaigns.

Event Marketing & Design
· Alongside the Box Office, liaise with promoters to get their events on sale.
· Liaise with promoters on advertising opportunities.
· Design print collateral (posters and flyers) for The Queen’s Hall’s own promotions and liaise with external designers when necessary.
· Liaise with suppliers to get the best deals for print.

Copywriting, advertising, publicity, and press
· Write and design our monthly e-newsletter, marketing emails and fundraising communications.
· Ensure posters, flyers and signage around the venue (internal and external) are up-to-date and visible.
· Liaise with promoters on advertising opportunities.
· Determine the most relevant outlets for our advertising spend and gain best value for money.
· Maintain an up-to-date contact list of relevant press.
· Write and distribute press releases.

Other
· Report weekly to Head of Marketing & Development.
· Build customer and supporter lists, send mailings, create reports within our CRM/Ticketing system (Spektrix).
· Maintain GDPR standards across all aspects of the role.
· Track, plan and update marketing budgets.
· Assist other departments occasionally if required e.g., Box Office.
· Attend events regularly to gain a good understanding of the venue, audiences and create social media content.
· Undertake any other tasks as determined by the needs of the business.



Employee specification

The Marketing Officer will have some previous experience in a similar role, ideally in an arts organisation, be able to work periods without supervision and understand the need to provide excellent work to a high standard. 

A calm, positive and friendly outlook is required when dealing with all stakeholders and staff. Pride in the level of service offered and the work produced is crucial, as is a proactive attitude to ensure a very high standard of service to anyone interacting with The Queen’s Hall.

Applicants must have the Right to Work in the UK.


	Essential experience/skills
	Desirable experience/skills

	Experience of creating engaging content for all social media platforms
	Experience in a similar role in an arts organisation

	Design skills, with some experience of creating assets in Canva
	Project planning, management, and reporting

	Copywriting: ability to tailor to different mediums and different target audiences
	Thinks of innovative solutions and ideas


	Excellent attention to detail and proofreading skills
	Budgeting

	Ability to manage multiple projects at any one time
	Networking and communication skills


	Use of Microsoft Office, including Excel
	Experience of CRM/ticketing systems

	Team player but able to work on own initiative
	An interest in live music

	Excellent customer service
	

	Problem solver
	

	Professional and well-presented
	





Further Information

Hours of work	
· 35 hours per week.
· Occasional evening work may be required. Hours worked overtime can be taken as time-off-in-lieu (TOIL) as agreed in advance. 
· The Queen’s Hall staff are expected to attend events and where necessary, Board & other meetings. 
· This will initially be offered as a 12-month contract. 3-month probationary period.

Benefits 
25 days holiday and 10 public holidays (pro rata). Hybrid working available where possible.
How to apply

Please send your CV (maximum two pages) and a covering letter (maximum one page), which both show how you fit the job and skills specification, to Emma Mortimore, Head of Marketing & Development: emmam@queenshalledinburgh.org by 12pm on Friday 4th October 2024 with ‘Marketing Officer’ in the subject line. 

Please also complete and return the Equal Opportunities form, which will be separated from your application. 

Interviews will commence 9th October (approx). The successful candidate will ideally be able to start by 21st October at the latest to enable a handover with the current Marketing Officer.

If you would like an informal chat about the role, please contact Emma Mortimore on the above email to arrange a suitable time.
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