Publications, Website and Marketing Officer

Salary range: £20,500 – £22,500 full time 

Application deadline: 10am, Friday 3 September 2010
Applicant Information

Introduction

engage wishes to recruit a Publications, Website and Marketing Officer to be responsible for the engage website; take a lead role in marketing engage and its programmes; support the production of the engage journal and other engage publications; and give general support for engage’s work.  

This is an opportunity to be part of a small, enthusiastic team in a lively visual arts education organisation. The postholder will need excellent communication skills; administrative and IT skills; knowledge of marketing, proofreading and editing; and experience of supporting a website. The postholder will be flexible, a good team member and have an interest in the visual arts and education. The role includes occasional travel to support activities around the UK. The Publications, Website and Marketing Officer is managed by engage’s Operations Manager.

engage is a registered charity and a UK company limited by guarantee, and is the lead professional association in its field, with 1,100 members in the UK and abroad. 

engage is a regularly funded client of Arts Council England, London and receives funding for its programmes in Scotland from Creative Scotland and for the programme in Wales from the Arts Council of Wales. Programme funding is also received from Arts Council England through the National Lottery; the Department for Culture, Media and Sport; the Department for Education and from trusts and foundations. 

You can find more information about engage on the website www.engage.org.

engage currently works in four main strands:

· Continuing Professional Development: an annual international conference, seminars and briefing events throughout the UK, international events and visits and the teacher and gallery educator placement programme Watch this Space
· Research and projects: including enquire, which supports partnerships between galleries and local authorities working with young people and Extend, a leadership programme supporting those working in learning across the arts
· Advocacy: making the case for education and learning in galleries with government and key partners 

· Dissemination: sharing practice through engage’s website www.engage.org, publications and the twice-yearly journal

engage has an active network of Area Groups across the nine regions in England, which provide peer support and professional development for members. There are active programmes in Wales and Scotland supported by programme coordinators and voluntary development groups.

The engage website is a key tool in the dissemination of information and resources, and is highly valued by the sector. As the organisation works towards developing its online activity over the coming years, the website will continue to evolve. engage has external support with the maintenance and design of the website from an IT consultant and a designer.
The engage Resource is a special collection of over 1000 items relating to the theory and practice of gallery education, currently on loan to the Stuart Hall Library at Iniva (the Institute for International Visual Arts).
 
The engage journal explores themes linked to the visual arts and education. A freelance editor works with the Editorial Advisory Board to commission articles and edit the journal. The most recent journal explores Family Learning. Forthcoming issues will touch on the relationship between gallery education and marketing, and the role of artists working with young people in learning.
engage manages an annual UK-wide event, Children’s Art Day, which invites visual arts venues, museums and schools to devise participatory arts events for children and families during a week in the summer. The project receives year-by-year funding: in 2010 from the Mayor of London and the Clore Duffield Foundation.
 

engage Governance and Staffing

engage is a limited company with charitable registration, governed by a Board (of 13 trustees) which meets quarterly, and a Council (of 30 Area and Special Interest Representatives) which meets three times a year.

engage’s staffing comprises:

London office 

Director

Finance and Governance Officer (p/t)
Operations Manager 

Publications, Website and Marketing Officer

Membership and Administrative Assistant 
Other engage staff and freelancers (not based in the London office)

engage Scotland Coordinator (p/t)

engage Cymru Coordinator (p/t) 

enquire Programme Director (freelance)

Watch this Space Coordinator (freelance)
Continuing Professional Development Programmer (freelance)

Extend Programme Manager (freelance)
engage journal Editor (freelance)

Terms

The salary range for the post is £20,500 - £ 22,500: the starting salary will be dependent on experience and qualifications. 

This is a full-time post, 35 hours a week (excluding lunch breaks). Core office hours are 9am – 6pm Monday-Friday. Some working outside these times may be necessary on occasion. engage is committed to offering flexible working, by agreement. The post is based at the engage London office. Occasional travel, mainly within the UK, to attend events or meetings will be required.

Normal leave entitlement is 25 days annual leave plus bank holidays. Some days from annual leave are normally allocated to Christmas/New Year closure. engage does not pay overtime but operates a ‘time-off-in-lieu’ policy.
Job Description
Website 
Responsibility for all website functions, including:

· Writing copy, identifying opportunities/news/events and signposting, keeping website updated and relevant
· Ensure that website is effectively promoting engage’s professional development programme, membership services and other activity
· Leading on ongoing review and development with staff, IT consultant and designer

· Producing web-generated e-mailings for members, including weekly jobs bulletin and monthly e-newsletter

· Support for project staff in updating mini-sites, uploading project information and advertising opportunities

Marketing and communications

Responsibility for marketing and communications with members, the sector and a wider audience, to:
· Market engage’s professional development opportunities, programmes and activity by working with staff to produce emails, newsletters, and other targeting marketing material
· Develop links with other networks to disseminate information
· Coordinate hard-copy publicity and dissemination material, in liaison with designers
· Leading on hard-copy mailings – collation of material, liaison with mailing house, production of mailing schedule and recipient lists

· Working with a freelance PR consultant on promotion of specific programmes and events
Journal and publications

· Supporting the Editor and the Editorial Advisory Group, to develop and collate content for the Journal

· Coordinating the design and print of the journal and any other publications

· Proofreading the journal and occasionally other publications

· Dissemination, marketing and sales of publications 

Project Management
Coordination Children’s Art Day annual event, including:

· Liaising with partners and media organisations to promote activity
· Managing submissions
· Supporting activity through distributing branding
· Working with a consultant to manage press coverage
Resource

· Ongoing support, review and maintenance of the Resource, including acquisitions, in liaison with the host organisation

· Promote and encourage access, including promoting joint events with host organisation

General

· Answering the phone, contributing to day to day running of the office
· Providing support at engage training and events and attending some Area Group meetings
· Proofreading and editing support for staff
· Maintaining an archive of all engage material, print, publications, press  etc. 
· Assisting with other work as required
Person specification

Essential

· Excellent verbal and written communication skills 
· Experience of maintaining and updating a website
· Experience of proofreading and editing texts

· Experience of working within and controlling budgets

· Experience of undertaking marketing and press work
· Attention to detail and accuracy

· Experience of office systems

· Good administrative skills

· Self starter, able to multi-task and balance workloads and deadlines

· Flexible team player

Desirable
· Experience of working with designers on the production of publications and/or publicity and marketing material

· Experience of initiating and developing press and/or marketing material
· Interest in and understanding of galleries and the visual arts

· Experience of membership organisations

Application process

The application for this post should be made by completion of the application form together with a completed equality and diversity monitoring form and a covering letter, maximum of one side of A4, which should describe:

· Why you are interested in this role

· Any additional information that you feel is important to support your application.

The letter of application is an opportunity to provide information that is not already covered in the application form. 

Please also submit a short example of your writing, of up to 500 words in length.
The deadline for submission to engage is 10am Friday 3 September 2010 by email to emma.prout@engage.org. Interviews will be held on Friday 17 September. We will let you know if we would like you to attend an interview by Monday 13 September.  

If you require more information about the post please contact Emma Prout, Operations Manager at engage on 020 7729 5858, emma.prout@engage.org
engage is committed to equality of access to its employment. We welcome applications from all sections of the community. Should you need application details in another format please contact the Emma Prout as above.

