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COMMUNICATIONS MANAGER
Part time (3 days a week) - £20,000 pro rata
Deadline for applications: midday, Monday 27th February 2012


February 2012

Thank you for your interest in our COMMUNICATIONS MANAGER post here at Promote YT.

This job pack contains information about the post and our organisation as well as a link to our Equal Opportunities Monitoring Form.

If, having read the following information, you are keen to apply for the post then please forward a current CV as well as a covering letter / e-mail explaining your reasons for applying. PLEASE NOTE: it is important you outline how your experience fulfils the Essentials and Desirables we have detailed for this post. Please also detail two reputable referees who we will only contact with your permission.

The closing date for receiving applications is midday on Thursday 23rd February 2012 and we will be interviewing in Edinburgh on Wednesday 7th March.

Pleased forward your applications by post to:

Promote YT (Scotland)
Out of the Blue
36 Dalmeny Street
Edinburgh
EH6 8RG

Or by e-mail to: colin@promoteyt.co.uk

Please ensure to include an e-mail address as all correspondence will be conducted by e-mail unless otherwise requested.

I would be only too happy to answer any questions you may have so please do not hesitate to contact me directly on 0131 538 0591 or 07758 758 053.

Best wishes

Colin Bradie
CEO / Director
Promote YT (Scotland)

Note: the following information is intended as an outline of the post described and does not form part of a successful candidate’s Conditions of Employment.

IMPORTANT:
If you aim to apply we would be extremely grateful if you could take a few moments to complete our Equal Opportunities Monitoring Form available online @:  http://www.surveymonkey.com/s/DS2JXYW
If you would prefer a hard copy, please contact us directly.

An introduction

Promote YT is the national support and development body for youth theatre in Scotland.

The provision of quality youth theatre across Scotland is of vital importance in not only nurturing the theatre artists and audiences of tomorrow but in also providing an accessible form of social and cultural development to young people. We are therefore committed to working with the sector to ensure that every young person in Scotland has access to a safe, inclusive and rewarding youth theatre experience.

In pursuit of this vision our organisation, over the past seven years, has confidently advanced initiatives which have provided valued platforms allowing the sector to collaborate, network, learn and celebrate. Amongst our respected portfolio of work is the NATIONAL FESTIVAL OF YOUTH THEATRE, the SKILL UP training conference and the annual SECTOR SYMPOSIUM.

Promote YT receives core investment from Creative Scotland and is currently under a process of review which will dictate the way in which the organisation is supported beyond April 2013. Additional income is generated through earnings as well as from charitable grants and trusts, partnership support and sponsorship.

Promote YT is committed over the next year to providing a high level of support to the sector which will provide:

· Professional development to advance the standards and provision of youth theatre
· A high-profile national and international platform for the youth theatre sector through the NATIONAL FESTIVAL OF YOUTH THEATRE 2012
· RE:LOCATION – a project which will showcase Scotland’s youth theatre sector internationally
· Project work focusing on the improvement of access to youth theatre
· A developed relationship with the artists, facilitators and participants of youth theatre to promote partnership and exchange
· Digital services which serve the sector through providing information, empowerment and growth opportunities

Key to this delivery is the COMMUNICATIONS MANAGER who is responsible for:

· Maintaining, developing and delivering a Communications Strategy that raises the profile of the organisation and the wider youth theatre sector whilst maintaining an effective and articulate conversation with key stakeholders
· Sourcing, responding to and maintaining key partnerships relevant to delivering the Communication Strategy
· Managing, administering, maintaining and evaluating Promote YT’s information services including our Wordpress website, e-newsletter, social networks and Press and PR services ensuring they deliver return on investment and are relevant and up-to-date
· Coordinating the production of all Promote YT print and publicity, working with Promote YT’s bank of designers, photographers and printers
· Providing training and support on marketing and communications to Promote YT staff and youth theatre members where necessary
· Coordinating the appropriate recording of activity for evaluation purposes
· Representing the organisation at key events / meetings where relevant
· Assisting or deputising other Promote YT staff where required / relevant
This role therefore requires confidence, creativity and flexibility, along with good experience of digital communications, media relations and copy writing.

We are a small organisation so you should be someone who is able to fit in to an informal but hardworking environment where job descriptions often fly out the window. You will be expected to contribute to the wider strategy of the organisation, support other staff members where required and play a ‘hands-on’ role in delivering events.

This post therefore offers a superb opportunity to play a leading role in a passionate, dynamic and popular national arts organisation.

Personal Specification

Essential
It is essential that you:
· Can approach a broad range of marketing and communications tasks creatively and strategically
· Have good experience of creating and delivering a strategic and responsive press campaign  
· Have a broad working knowledge of social networking and digital communications (Facebook, Twitter, Flickr, YouTube)
· Have an up-to-date experience of working with current web platforms (WordPress, CreateSend)
· Are self-sufficient in using a range of software packages and have basic HTML knowledge
· Are a self-starter with excellent interpersonal and team working skills
· Are resourceful with the ability to make a small budget go a long way
Desirable
It would be fantastic if you:
· Have experience of working in an arts or arts related marketing environment
· Have an understanding, enthusiasm and interest in creative arts with and for young people
· Have project management skills

As your role would involve working with young people you would be required to undertake an enhanced Disclosure Scotland check and employment would be subject to reference from a reputable source.

Term of Contract

Your contract will be fixed term up until 31st March 2013 subject to the on-going core and project funding status of the organisation.

Working Hours

You will work 21 hours per week structured within a 9.30am to 5.30pm working day, Monday to Friday, and whilst there may be scope for flexibility Promote YT will look to establish a structured working week. Weekend and overnight commitments will also be required.

Salary

Your salary will be £12,000 per annum which is equivalent to £20,000 pro rata.
This would be paid into your bank account monthly. No overtime will be paid but any time worked over and above the agreed hours of the week would be given as time in lieu.

Probation Period

The first 30 days of your employment will be considered an orientation period to give you and Promote YT a chance to get to know each other. Your performance will be evaluated during this time to assess your potential for continued employment. This period will also provide you with the opportunity to evaluate us as an employer.



Period of Notice

The contract will require you to serve a minimum one month notice period should you wish to leave the post before the conclusion of the contract.
[bookmark: _GoBack]
Holiday Entitlement

Holiday entitlement is 1 days paid leave for every 12 days worked. Most public and Edinburgh holidays are taken in addition.

Training / Professional Development

Promote YT supports professional development and will therefore provide in-office support and mentoring as well as external training where requested and / or required. A regular appraisal process will also support your role.

Place of Work

Promote YT operates a central office and an additional meeting/staff space from Out of the Blue in Leith, Edinburgh. Out of the Blue is fantastically served by bus services and is a short walk from Waverley Station. There is (currently) free on-street parking and the venue has ample secure bicycle racks.  
The Promote YT staff team run a weekly rotating office cleaning rota which you will be expected to participate in.


Further information on Promote YT can be found @: www.promoteyt.co.uk

 
image1.jpeg
ALBA | CHRUTHACHAIL




image2.jpeg
promote YT

Promoting and developing
youth theatre in Scotland
www.promoteyt.co.uk




