
Marke&ng Officer  
Job Descrip&on - Jan 2024 

 

Exeter Phoenix is a vibrant, fast-paced, 25 years established arts venue located in Exeter’s city 
centre. Our programme spans music, theatre, contemporary arts, cinema, dance, comedy, arts & 
craIs workshops, talks and more. We also share news and offer support and development 
opportuni&es to the region’s crea&ve community through the Exeter Phoenix Crea&ve Hub.  

The Marke)ng Officer posi)on is an exci)ng opportunity to help shape our venue’s promo)onal 
communica)ons and engagement with our audiences. Working across our broad ar)s)c programme, 
you will be working closely with our venue’s programmers and the marke)ng manager to create and 
deliver content that showcases everything the organisa)on has to offer. From gig )ckets to film 
commissions, to what we get up to day-to-day, you’ll be sharing our stories whilst growing our 
audience and raising our profile.  

The role will be well suited to someone with crea)ve digital marke)ng experience who can think 
analy)cally, show ini)a)ve and who has a keen eye for detail. An ac)ve interest in the arts and an 
awareness of best prac)ces  across social media plaGorms are of high importance. As a charity and 
NPO (Na)onal PorGolio Organisa)on), you will also be delivering fundraising communica)ons, so 
experience in the charity sector would also be advantageous. 

You will be comfortable working as part of a team in a fast-paced office environment. 

Terms 

• Salary - £22,550 p/a 
• This is a full )me post (37.5 hours/ week) 
• Holiday: 24 days p/a + Na)onal bank holidays + One extra day per year of service up to 5 years 
• Responsible to: Marke)ng & Press Manager 
• Working closely with: Marke)ng Assistant & Design Officer 
• The post holder will be subject to a three-month proba)onary period 

Employee Benefits 

• Free )cket and a +1 to a wide range of Exeter Phoenix shows and experiences 
• A free daily hot drink and free so` drinks from the Exeter Phoenix Cafe Bar 



• 50% off food from the Exeter Phoenix Cafe Bar 
• Contribu)on to healthcare costs via Health Shield plan (a`er six months) 

We envision this role will be undertaken in person from our offices at Exeter Phoenix, but 
flexibility for some home working can be discussed at interview. 

Deadline for applica&ons: 12pm, Thur 1st February   
Interviews: Thur 8th & Fri 9th February 
Start date: ASAP 
 

How To Apply 

Read the job descrip&on and person specifica&on below, then send a completed applica&on form to 
chris)na.bulford@exeterphoenix.org.uk . Please note that CVs cannot be accepted for this role. 

Once you have sent in your applica)on, please complete our equal opportuni&es monitoring form 
here. This is anonymous and helps us to understand who we are reaching. 

If you would like to apply in another format, please email Chris)na (above) to discuss. 
 

Marke&ng Officer: Job Descrip&on 

Principal Aims 

● To work with the Marke)ng & Press Manager and Designer to develop and implement Exeter 
Phoenix’s marke)ng plan with a specific focus on digital marke)ng and content crea)on. To 
be the voice of Exeter Phoenix on digital plaGorms, and to ensure that our standards and 
values are established and maintained throughout. 

Specific Du&es 
Content 

● To manage the crea)on, edi)ng and publica)on of content for the website and social media, 
under the supervision of the Marke)ng & Press Manager 

● To produce and deliver email campaigns under the guidance of the Marke)ng & 
Press  Manager using Spektrix and Dot Digital plaGorms 

● To commission design work from the Design Officer when required 
● To research and create any other marke)ng content as required by the wider organisa)on 

Data 
● To use the box office system and to extract, monitor and report on audience data 

● To work with the Marke)ng & Press Manager to analyse and evaluate the effec)veness 
of marke)ng campaigns 

Market Research & Campaigns 
● To assist in conduc)ng market research and outreach/ audience development ac)vi)es as 

required by the Marke)ng & Press Manager 

● To work alongside the Marke)ng & Press Manager and Design Officer to implement specific 
campaigns for annual events such as the family Christmas show, Exeter Contemporary Open 
art exhibi)on, Big Screen in the Park, Two Short Nights film fes)val and other fes)vals or 

mailto:christina.bulford@exeterphoenix.org.uk
https://docs.google.com/forms/d/e/1FAIpQLSe5f4xTzeBsEpjKmWJbNLxXLS0Ul-MTgCz5Tl_CbbmrhsQZAA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSe5f4xTzeBsEpjKmWJbNLxXLS0Ul-MTgCz5Tl_CbbmrhsQZAA/viewform


projects 
● To assist the Fundraising and Development Manager in delivering fundraising 

campaigns and  'Friends of Exeter Phoenix' membership content 
● To assist the Marke)ng & Press Manager with PR communica)ons such as follow ups and 

press release dra`s, when required 
● To engage in communica)ons with ar)sts and external promoters when required 

General 

● To work with the wider organisa)on to communicate a consistent and professional 
image for  Exeter Phoenix 

● To work with volunteers and casual staff as appropriate. 
● To work upon occasion outside of core hours, such as evenings (with )me offered in lieu) 

● To undertake any other tasks as deemed appropriate by the Marke)ng and Press Manager 



Marke&ng Officer: Person Specifica&on 

D = desirable; E = Essen)al 

Experience
Six months experience working in a marke)ng role E
Experience working in the arts or charity sectors D

Skills and Knowledge
Outstanding verbal and wripen communica)on skills. E
Excellent interpersonal and organisa)onal skills E
Ability to manage and priori)se a varied workload E
Ability to develop strong working rela)onships with key 
contacts inside and outside of the organisa)on E
Experience using social media in a professional capacity E
 Experience working with website content E
Experience working with Wordpress D
Experience capturing and edi)ng visual content (photos 
and video) with the Adobe Create Suite Suite, Canva or 
equivalent

D

Prior experience working with Spektrix or another 
system managing customer data D

Personal Quali)es
An interest in the arts (music, theatre, comedy, contemporary art, film, 
cra`s and design…) E
Ability to work in a team and to par)cipate in its development E
Highly mo)vated with a willingness to take responsibility E
Ability to work under pressure and meet deadlines E
Ability to use ini)a)ve and work independently E
Apen)on to detail E
A commitment to inclusion, diversity and equal opportuni)es E
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