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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 Coordinator 

Salary: 			£29,047 - £32,563 (dependent on experience)

Reports to: 			Marketing & Communications Manager

Working hours: 	Five days a week, seven hours per day between 9am-6pm with one hour lunch break.  We will consider requests for flexible working hours                                                                                                                                                      					
Holidays: 	25 days per year (plus public holidays), of which a number of compulsory days must be taken during the office closure at Christmas

Contract: 	Fixed-term one year

Probationary period: 	Six 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 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 and its activities; be responsible for its social media presence and manage all accounts; work across all the ICO’s digital channels including website and e-newsletters; work as part of the delivery team for events including training programmes and Screening Days; to assist the Marketing & Communications Manager with press and communications for the organisation.




Main Responsibilities

Marketing & Communications

· Assist with the marketing and recruitment for all ICO activities, including training, events, film distribution, consultancy and film programming.
· Produce marketing materials and promotional copy for ICO activities, ensuring language is consistent, inclusive, and aligned with the organisation’s brand.
· Maintain ICO, Film Hub South East, and BFI FAN social media channels, including creating paid social media campaigns where appropriate.
· Create, update, and manage content on ICO-managed websites, including overseeing the ICO jobs board, blogs, and e-newsletters.
· Monitor media and PR coverage across print, broadcast, online, and social media, ensuring alignment with the organisation’s cultural and business priorities.
· Assist with our BFI Film Audience Network (FAN) activities, including maintaining the BFI FAN Comms Noticeboard.
· Assist in increasing ICO’s visibility in industry and public press as directed by the Marketing & Communications Manager.
Events & Projects
· Design and produce event materials, evaluation forms, online resources, and presentations as required.
· Support the delivery of in-person and online events and training courses, which may require occasional weekend or evening work.
· Edit, caption, and upload recordings of ICO events to YouTube and Vimeo channels.
· Coordinate timely distribution of publicity materials to cinemas for ICO distribution and touring projects, maintaining an accurate inventory.
Administration & Operations
· Administer the ICO enquiries email, responding to routine queries and following up requests for information and advice.
· Update and maintain ICO databases and mailing lists, ensuring accuracy and compliance with data protection standards.
· Assist with maintaining evaluation systems and data analysis across ICO activities, collating statistics and providing information for reports.
· Assist with the production and delivery of the annual report and other key organisational documents.
Equality, Diversity, & Teamwork
· Deliver commitments outlined in the ICO’s Equality, Diversity, and Inclusion plan, ensuring that inclusivity and diversity are reflected in all work.
· Work flexibly and collaboratively across the team, undertaking other reasonable duties as required, including occasional travel, weekend, and evening work.
· Take responsibility for designated tasks, using initiative and judgment to manage them effectively and on time.
· Undertake any other duties as necessary.  

Person Specification

Essential:

· Proven experience (minimum of two years) undertaking communications and/or marketing tasks
· Ability to write engaging copy for a variety of purposes and audiences including websites, newsletters, social media, event materials, applications, reports.
· Ability to communicate effectively and build positive working relationships with a wide range of stakeholders, including cinemas, film festivals, film clubs, filmmakers, funders, suppliers, and senior management.
· Experience managing and creating content for professional social media platforms, with an aptitude for engaging, creative, and impactful posts.
· Ability to respond promptly, accurately, and knowledgeably to enquiries.
· Experience in website administration and content management systems.
· Up to date knowledge of IT with experience of using email, word processing and spreadsheets. 
· High attention to detail, including strong proofreading skills.
· Numerate with the ability to collate accurate information. 
· Basic understanding of design principles and an eye for visual consistency.
· Ability to balance a large variety of tasks, prioritise effectively, and complete tasks to deadlines.
· Proactive problem-solving skills, with the ability to anticipate tasks and work independently.
· Flexible and adaptable, able to respond positively to changing priorities.
· Tact, sensitivity, and diplomacy in all communications and interactions.
· Collaborative team player, able to work effectively towards shared objectives.

Desirable

· Knowledge and experience of Adobe Creative Suite or equivalent design software.
· Knowledge and experience of creating emails and managing databases on Mailchimp or similar email marketing platform
· Passion for film and cinema 
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