

Job Description

The ICO expects all staff to adhere to the organisation’s key values and principles, which are: to demonstrate enthusiasm, flexibility and passion; a willingness to work hard; strive for excellence and take on responsibility; be enterprising and use initiative; and support diversity in all its forms.

Job Title:		Marketing and Administration Coordinator

Salary:				£25,579-28,676pa (dependent on experience) 

Reports to:			Marketing and Communications Manager

Working Hours:        	Five days a week, seven hours per day between 9am-6pm with one hour lunch break, occasional evenings and weekends as required.  We will consider requests for flexible working hours                                                                                                                                                              

Holidays:                      	25 days per year (plus bank holidays) of which a number of compulsory days must be taken during the office closure at Christmas

Contract: 	Fixed-term, one year contract

Probationary period:		Three months 

Notice period:	Two months 

Terms and conditions
The above position is offered on a fixed-term contract subject to the completion of a satisfactory probation period.  The above details and the job description for the position of Marketing and Administration Coordinator are a guide to the nature of the work required.  They are not wholly comprehensive or restrictive and do not form part of the contract of employment. 

Purpose of the post
To assist with the marketing of ICO activities and the promotion of the ICO brand; work as part of the delivery team for ICO events including training programmes and Screening Days; assist with administrative operations for the ICO including answering enquiries and general administrative tasks.
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Main Responsibilities

· A first point of contact for the ICO, following up requests for information and advice, and responding to routine enquiries by phone or email as appropriate
· Assist with the marketing and recruitment for all ICO activities, including training, events, distribution, consultancy, and film programming
· Assist with creating marketing materials for ICO activities including for training, events and distribution projects
· Produce copy to promote ICO activities including film releases, training courses and events
· Assist in producing regular e-newsletters
· Assist in maintaining the ICO’s social media platforms in line with the organisation’s cultural and business priorities
· Assist in keeping the ICO websites up to date 
· Assist in monitoring media and PR across print, broadcast, online and social media for the ICO 
· Update and maintain the ICO’s databases and mailing lists
· Assist in the planning and delivery of ICO and industry events, training courses and other projects, including marketing, recruitment, delegate/speaker liaison, venue liaison, creation of materials and ensuring the smooth delivery of events on the day (which may require some weekend/evening work)
· Sending publicity materials to cinemas for ICO distribution projects
· Provide administrative support to the Training and Operations teams when necessary
· Deliver commitments in our Equality, Diversity and Inclusion plan and ensure the values of inclusivity and diversity are reflected in our work
· Take responsibility for designated tasks and use initiative and judgment to manage them appropriately and in a timely fashion as directed
· Work in a flexible manner and be willing to undertake other duties as reasonably requested including some travel, weekend and evening work as required
· Undertake any other duties as necessary



Person Specification

Essential:
· Knowledge and experience of assisting with the delivery of marketing and communication activities e.g. e-marketing, direct marketing
· Knowledge and experience of administration e.g. corresponding with a wide range of stakeholders, booking travel and accommodation, collating and disseminating information
· Ability to plan and organise, with excellent attention to detail
· Experience of updating digital content e.g. websites
· Ability to write copy for a wide range of target audiences
· Ability to communicate with a wide range of people and develop good working relationships
· Knowledge and experience of using social media 
· Understanding of basic design principles
· Up to date knowledge of IT with experience of using email, word processing and spreadsheets 
· A passion for film and cinema 
· Ability to work independently, to use initiative and be pro-active
· Ability to work under pressure and prioritise workload
· Flexible and able to adapt to changing circumstances
· Tact, sensitivity and diplomacy skills 
· Ability to work as part of a team to deliver objectives

Desirable:
· Knowledge of film exhibition and distribution sectors
· Knowledge and experience of mailing list software
· Knowledge and experience of Adobe Creative Suite 
· Knowledge and experience of Wordpress or other website software
· Knowledge and experience of FileMaker or other database software
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