
JOB TITLE: Marketing & Communications Manager
ACCOUNTABLE TO: Director of Operations / Principal
RESPONSIBILITY FOR:  Digital Marketing Executive

Marketing Intern
CONTRACT TYPE: Full time, permanent
HOURS: Monday - Friday, 9-5pm
SALARY RANGE:   £30 - £34K per annum
CLOSING DATE: 12pm, Sunday 9th May 2021
START DATE: ASAP

We are looking for an exceptional person who is both systematic, analytical, creative and self starting. Art Academy
London is at one of the most significant junctures in its development, with new capital projects on the near horizon
as well as significant profile-raising campaigns that will introduce the Academy to new audiences worldwide,
furthering our commercial and charitable objectives. The Marketing Manager will play an integral role in delivering our
shared vision.

The successful candidate will understand the mindsets and working practices of artists, whether amateur
enthusiasts, BA students or practicing professionals. They will either be an artist or have experience of working in an
arts institution, charity, educational or similar institution. Using the Academy’s brand communications strategy as a
guide, a systematic approach will be driven by audience data and product marketing insight, whereas a creative
mindset will produce dynamic, engaging marketing and communications materials that are both on-brand and
tailored to each audience.

The Academy is an equal opportunities employer and recognises that a diverse workforce can enhance creativity
and innovation in the workplace. As such we welcome applications from a diverse range of backgrounds.

PRINCIPAL FUNCTIONS AND RESPONSIBILITIES

The Marketing & Communications Manager has overall responsibility for the planning, facilitation and delivery of all online
and offline marketing to help sell academic and public programmes provided by the Academy.

They will ensure the smooth running of the website and e-commerce platform, ensuring brand implementation, organising
the annual publications, and managing online and offline advertising campaigns as well as regular social media postings.
The role also involves management, planning & writing content for new courses or projects and overseeing their launch.

The Marketing & Communications Manager, who will report to the Director of Operations, will directly manage the Digital
Marketing Executive and the Marketing Intern. They will liaise with the Academic, Public Programme and Executive teams
and will have a high level of interaction with staff, students, tutors and visiting lecturers.

Using excellent interpersonal skills, they will create and develop relationships with key professionals both internally and
externally, presenting and promoting the Academy to a wide range of audiences.

Website
● Working with the Digital Marketing Executive to oversee the function and development of the Academy website.

Social Media
● Managing the Academy’s social media strategy; overseeing and regularly writing and publishing content to social

media sites including Facebook, Twitter and Instagram.

PR
● Writing press releases, identifying stories and nurturing relationships with journalists that can aid in building the

Academy profile.



Fundraising
● Managing materials and social media content needed for the Academy’s fundraising strategy.

Academic Programmes
● Working closely with the Academic Team on planning the launch and marketing needs of the new validated

programmes, creating a plan for raising the profile of all current and new courses and overseeing the Marketing
Team in its implementation.

● Working closely with the Academic Team on planning and implementing Open Days.
● Working across departments to ensure that all appropriate student opportunities offered by external agencies are

successfully undertaken and resulting PR opportunities are capitalised on.
● Working closely with the Academic Team to ensure that the relevant areas of the website are kept up to date and

are fit for purpose (including meeting the requirements of validating partners and other regulatory bodies).
● Be a member of the Academic Quality, Standards & Student Experience Committee and work with the Director

of Academic Quality, Standards and Student Experience to ensure all marketing materials are CMA compliant.
● Preparing and delivering presentations

Events
● Initiating and managing both internal and external PR and marketing events that the Academy is involved with.
● Help grow relationships with key stakeholders, existing and new.

Schools and Colleges
● Nurturing the relationship with the growing number of schools and colleges that send students to the Academy,

or might do so in the future.

Advertising Online
● Planning the annual Google Ad-word, Facebook & Instagram campaigns, making sure that all adverts are

relevant and published for the appropriate audience at the optimum time.
● Writing and designing the images for all ads on the Facebook business platform.

Advertising Offline
● Carefully planning the annual offline advertising campaign.
● Working with the Marketing Team to create adverts that are targeted to the right audiences with the correct

visuals for each publication, and ensuring the timely running of these campaigns.

Marketing Materials
● Overseeing the creation of the Academy’s marketing materials, including the Academic Programmes Prospectus,

Short Course Brochure as well as other leaflets and posters, as required.
● Overseeing the annual plan for mail outs of materials to individuals, businesses, organisations, schools and

colleges.

Budget
● Overseeing the marketing budget.

Supporting Senior Management
● Meeting regularly with the Executive team to discuss issues relating to the PR and marketing of the Academy, or

relating to courses and sales.
● Supporting the Principal, Executive team and Trustees in the marketing of the Academy, by reporting on issues

relating to all marketing and sales issues.
● Undertaking relevant research as requested by the Executive team and assisting in the documentation of the

Academy’s Academic courses.

Documentation
● Ensuring all marketing documents including photographs relating to courses are up to date and available at the

right time and located in the correct place.



● Managing, and where necessary, developing and improving procedures relating to creating content for marketing
courses, including through the use of tutors, staff and students.

PERSON SPECIFICATION

Essential Experience
● Experience of marketing, online advertising, SEO and an eye for design
● Experience in IT systems, excel, word, CRM  (experience with Zoho is a strong advantage)
● Experience of managing staff and administrative systems
● Experience working with members of the public
● Experience of working in an arts institution, charity, educational or similar institution.

Essential Skills
● Confident, outgoing and approachable
● Articulate; excellent communication skills (written, verbal and numerate)
● Highly organised; excellent time management
● Enthusiastic and confident; with a collaborative approach to work
● Design Skills (Adobe Creative Suite would be a strong advantage)
● Able to create and manage efficient systems and processes to improve the quality and efficiency of the

Academy’s marketing
● Problem-solver
● Adaptable and flexible; able to respond positively to the changing demands of a dynamic organisation with a

small staff body
● Good team player; able to work supportively and responsively with members of staff, tutors and students
● Sensitive and discreet when necessary
● Helpful and positive in dealing with members of the public, staff and students, including having patience when

dealing with enquiries and questions
● On occasion willing to work flexible hours when needed to cover evening events at the Academy

Desirable Experience
● Familiarity of Wordpress and Woo-commerce


