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JOB DESCRIPTION 
 
	Job Title: 
 
	Marketing Officer
	Date Created:  January 2022


	Reports to: 
 
	Director of Marketing and Development 

	Responsible for: 
 
	No direct line reports 

	Principally relates to: 
 
	Communications and Digital Content Manager, Customer Service Assistants, Play and Learning Team, Projects and Operations Team, Front of House team


	Purpose of the role: 
 
 
	Support the delivery of marketing and communications campaigns, offline and online, and provide museum wide event support and to meet revenue and visitor targets and audience development objectives.  


 
Main Areas of responsibility: 
 
Marketing & Communications: 
· Deliver a comprehensive plan of marketing and communications activities as guided by the Director of Marketing and Development 
· Contribute to the overall development of Eureka!’s marketing strategy and activities to build awareness
· Working on marketing activities to promote a range of events and activities offered by Eureka!
· Assist in constructing marketing and communications campaigns and collateral 
· Work alongside our team to support long and short form video content production where needed
· Continually monitor and report on performance of marcomms activity – i.e., open rates, reach and so on
· Work across all marketing channels, including digital, print, TV, and others
· [bookmark: _Hlk20916493]Maintain the Eureka! presence on third-party websites, ensuring programme and activity listings are up to date and competitive. Manage a rolling programme of content updates across all third-party channels
· Monitor all social media channels, reporting on trends, key followers, sharing relevant third-party content, social listening, and general account administration
· Monitor and respond to online reviews on key forums, e.g., TripAdvisor, Facebook, Google, and play an active role in reporting key themes to members of the Marketing and Development team
· Support programming, projects, and operations team where appropriate to ensure the museum is presented at as high a standard as possible to increase our ability to promote the museum effectively. For example, helping source items and decorate the museum at Christmas

Admin:
· Provide an enquiry and bookings service for activities, including train station advertising and other activities as requested. This will include providing quotes for services to third parties and ensuring resources are available to deliver services booked
· Provide administrative support within the marketing team




Technical: 
· Support the team to maintain Eureka!’s digital assets, including Eureka! website and microsites, online shop, annual pass system, online payments, email marketing systems and so on
· Troubleshoot issues arising with any of these platforms, drawing in external contracted support where necessary 
· Support colleagues to gain confidence in using the digital assets effectively (ie support our Bookings Administrator, Admin and Play and Learning teams to effectively manage their content on the Eureka! website, and troubleshoot any issues)
· Key user on newly implemented CRM system – Access Gamma and ThanQ

Media and PR: 
· Project manage and co-ordinate photo and filming opportunities, PR events, journalist visits, blogger/influencer events
· Manage photo permissions and calls for participants in filming and photography, sourcing, liaising, and inviting families to participate
· Manage the internal photography assets, sorting, editing, and filing appropriately
· Provide event organisation and management support for Eureka! Lates programmes, gallery launches and private view events.

General: 
· Some evening and weekend work may be required. 
· Carry out any other duties as may be reasonably expected of a Marketing Officer. 
 
Details of education required and qualifications needed: 
· University degree or professional qualification, ideally in a relevant discipline, or graduate level experience in marketing or communications role

Essential qualities/ experience: 
· Drive and ability to meet targets, both individually and as part of a team
· Can do attitude and willingness to learn
· Demonstrable experience of working and liaising with external suppliers, partners or third-party organisations
· Highly competent at using MS Office programmes
· Knowledge of email marketing systems, digital marketing communication platforms and social media
· Understanding of brand and the importance of representing a brand through targeted marcomms activity
· Excellent communications skills, both written and verbal
· Ability to build and maintain effective working relationships with internal and external colleagues at all levels
· Organised with the ability to handle multiple tasks simultaneously and prioritise accordingly
· Ability to work under pressure and deliver to deadlines
· Team player
· Reliability and resilience
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