


SEFTON MBC / COMMUNITIES DEPARTMENT



Job description:		Marketing Assistant	

Grade: 			E

Hours:				36 hours per week

Location: 	The Atkinson, Southport and other places of employment as may be required	

Post No: 			020695

Job Evaluation Number: 	A4684

Responsible To:		Marketing Manager 

Responsible For:		Volunteers, Work Experience, Apprentices



JOB PURPOSE

1. Working as part of a multi-disciplinary team you will support the production of high quality, distinctive and diverse marketing campaigns to promote The Atkinson’s reputation as a regional centre of excellence for arts, heritage, literature and information.

2. Contribute to Audience Development strategies to reach new and existing audiences, deliver an excellent visitor experience and provide an audience-led programme.

3. Provide support for income generation to meet operational and financial targets.

4. Support organisational change in The Atkinson to become an integrated service and drive best value from our resources



MAIN DUTIES

Audiences & Learning / Public Engagement

1. Support the production of a wide range of digital and print marketing materials to deliver successful campaigns to meet financial and audience development targets. 

2. Work with teams across The Atkinson to generate imaginative and creative content for the website and social media platforms, including blogs, videos and photography. 

3. Help maintain and update The Atkinson’s website, ensuring an informative and pleasant user experience to maximise audiences and income.

4. Help maintain The Atkinson’s CRM systems and create engaging e-newsletters for our audiences and stakeholders to maximise audiences and income. 

5. Collate information for advertisements, listing guides, leaflets and posters. Proofread marketing materials. 

Inclusion

6. Support the delivery of audience development strategies, attracting underrepresented audiences and retaining existing audiences, to ensure meaningful experiences at The Atkinson and to maximise income.

Evidence and Advocacy

7. Help champion the development of The Atkinson, its public programme and facilities for corporate/commercial usage.  

8. Support the communication with internal and external partners to ensure programmes make the greatest impact with target audiences.

9. Support and attend The Atkinson’s festivals and special events to help evaluate impact of projects, ensuring qualitative and quantitative data is gathered effectively and used to inform future planning. 

Income Generation & Fundraising 

10. Help to achieve financial targets through imaginative and creative use of digital channels for promotion of activities, incentives, offers and special events at The Atkinson.

11. Support the effective and efficient dispersal of relevant budgets assigned to marketing and promotion.

12. Support The Atkinson’s fundraising strategy by seeking to help develop donations, subscriptions to The Atkinson Development Trust’s membership scheme and external funding opportunities. 

Staff Development

13. Support staff working with marketing and audience development, including volunteers and work placements.

14. Provide sickness and annual leave cover for staff as required.

15. Maintain professional awareness and personal development for self and others, as appropriate.

Operational Efficiency

16. Help ensure that all staff are up to date with details of The Atkinson’s programmes.

17. Use all internal systems effectively so that public engagement and operational teams can support programme delivery as required.

Data & Information Management

18. Adhere to all Sefton Council data protection policies.

Sustainability

19. Contribute to The Atkinson’s ‘Green’ strategy.

20. Contribute to back of house cleaning as and when required.

21. Any other duties commensurate with the grade of the post.



SPECIAL CONDITIONS

1. The Atkinson will be open to the public on some evenings and at weekends.  Therefore, its staff will be required to work at these times when it is necessary to meet the needs of the service.  This post requires flexibility to work unsocial hours.

2. Undertake, and participate in training, coaching and development activities, as appropriate.



GENERAL

1. This job description is a representative document.  Other reasonably similar duties may be allocated from time to time, commensurate with the general character of the post and its grading.

2. All staff have a duty to take care of their own health and safety and that of others who may be affected by your actions at work.  Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.  

3. The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equal opportunities of the Council.

4. Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.

5. The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.



PREPARED BY: Charlotte Buckingham, Marketing Manager 

DATE: March 2025



PERSON SPECIFICATION: MARKETING ASSISTANT


	PERSONAL ATTRIBUTES REQUIRED
	ESSENTIAL (E) OR
DESIRABLE (D)
	METHOD OF ASSESSMENT

	Qualifications & Training

A qualification in a related area of study or discipline

A professional marketing qualification
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C
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	Experience

Marketing or sales environment preferably in the field of arts, heritage and culture

Digital marketing preferably in the field of arts, heritage and culture 

Developing creative and dynamic content for social media.

Audience development for a venue or event.
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	Skills/Knowledge/Aptitudes

Well organised, highly motivated and confident.

Able to thrive in a complex business environment, meet tight deadlines with ease, and adapt to rapidly changing situations while maintaining a keen eye for detail.

An interest in and general knowledge of arts, cultural and or heritage sectors and an understanding of audience development.

Excellent IT skills, good understanding of the effectiveness of different social media platforms for audience development.

Excellent communication skills. 

A high standard of competence in written and spoken English especially when proof reading both printed and digital publications prior to publication.
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	Special Requirements

The Atkinson will be open to the public some evenings, Saturdays and some Sundays. Therefore, staff will be required to work at these times when it is necessary to meet the needs of the service.

A Flexible Working Agreement is in place, which allows for different hours to be worked each week as dictated by the programme. A time off in lieu (T.O.I.L.) system is in operation.
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AF = Application Form

I = Interview

C = Certification
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