
	

 
 
 
	

 

JOB OPPORTUNITY 
 
JOB TITLE:   Marketing Coordinator 
DEADLINE FOR APPLICATIONS:   Wednesday 23 June 2021, 11pm 
INTERVIEW DATE:   Wednesday 7 July 2021 

ABOUT PRIMARY 
 
Primary is an artist-led contemporary visual arts organisation. We prioritise artistic research, provide studios and 
residencies to artists, and run a free public programme of exhibitions and events. 
 
Our building provides work-space for over 50 artists from a broad range of contemporary arts practice, workshops 
including clay, weave, and design, independent galleries, the award-winning Small Food Bakery, and gardens. We offer 
studio space within an engaged and outward looking artistic community that supports resident artists to experiment and 
develop their practice. The public programme encompasses artist commissions both within and outside the building, 
production residencies, exhibitions, talks and workshops, which explore new ways for local and international audiences to 
engage with contemporary art.  
 
We are an Arts Council England National Portfolio organisation embarking on a transformative capital project and 
expanded programme supported by Esmée Fairbairn and Paul Hamlyn Foundations. We are in the first phase of our 
capital development funded by Arts Council England and are refurbishing our beautiful building to improve accessibility, 
environmental sustainability and increase public benefit. These achievements are cementing Primary’s growing leadership 
role in the artist-led sector, and its pivotal position in wider sector development.  

ABOUT THE ROLE 
 
This is an exciting moment for the organisation as it moves into a new phase of development, and we want someone to 
join the team with different perspectives that will change the way we think about marketing. How we successfully 
communicate the journey we are on as an organisation will be key to our future long-term growth and development. This 
provides the opportunity for the Marketing Coordinator to work with a range of stakeholders, develop the communities 
of interest that engage with our work, and have a hugely positive impact on our work and the future of Primary. 
 
The Marketing Coordinator is a new role within the Primary staff team, working alongside the Director, Operations 
Manager, Engagement Curator, Assistant Curator, and Artist Development Coordinator / Curator. They will be expected 
to take an active role in the decision-making processes of the organisation at regular staff meetings, with a lead on 
marketing, audience development and communications.  
 
We are looking for someone with strong experience in the different approaches to marketing and communications, and 
the ways in which these can strengthen the position of Primary within our locality and the wider contemporary art sector. 
The successful candidate will be able to demonstrate administrative and project management skills essential for this role, 
and the passion and commitment to contribute to the shared vision for Primary. They will be a confident communicator 
with a refined visual/design sense, the ability to work under pressure and flexibly as part of the team. 

APPLYING 
 
We positively encourage people from Black, Asian and ethnically diverse backgrounds and those who self-identify as 
disabled to apply to join our team as they are under-represented within our workforce and in arts jobs nationally. We 
guarantee to interview any candidate from a Black, Asian and ethnically diverse background and/or who self-identifies as 
disabled who meets the essential criteria for the role. 
 
Please note that Primary is based in an old Victorian school building, and currently only the ground floor is fully accessible. 
We support reasonable adjustments and will work with candidates to meet the demands of the role, making adaptations 
where necessary. If you require information in a different format or have any questions regarding accessibility – in relation 
to the application process or the role – please contact: terri@weareprimary.org  
 
 
 



	

 
 
 
	

 
 
JOB DESCRIPTION 
 
JOB TITLE:  Marketing Coordinator 
 
LOCATION:   Primary, Nottingham 
 
ROLE:  The Marketing Coordinator is a key role within the Primary team. They will 

take an active role in the decision-making processes at regular staff meetings, 
leading on marketing and communications. They will be responsible for 
Primary's Marketing & Audience Development Strategy – creating campaigns 
through digital, print and events, and building relationships with audiences 
and stakeholders. 

 
REPORTS TO:   Director 
 
SALARY:   £23,000 (pro rata)  
 
WORKING HOURS:  This contract is for 16 hours per week, normally worked as 2 days between 

Monday–Friday, 10am-6pm. The post holder will also need to work some 
hours outside these periods when necessary for the proper fulfilment of the 
duties described in the Job Description.   

 
 
HOLIDAYS:    11 days per annum (inclusive of statutory bank holidays) 
 
CONTRACT: Initially a fixed term contract for 2 years from commencement, with 

extension subject to fundraising. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



	

 
 
 
	

 
 
MAIN DUTIES AND RESPONSIBILITIES: 
 

STRATEGIC 

 
• Review and develop Primary’s Marketing & Audience Development Strategy in line with longer-term capital 

development and fundraising plans.  
• Research and maintain awareness of other visual arts marketing strategies and materials. 
• Ensure balanced marketing to effectively communicate all aspects of Primary’s work, including studio residents, 

public programme and wider organisational activity and profile. 
• Devise marketing campaigns allocating and optimising the budget and clearly establishing target audiences. 
• Ensure that tone, visual style and messaging are consistent throughout platforms. 
• Liaise with the wider team to develop press contacts and distribution. 
• Plan and deliver effective and creative audience development initiatives in line with the overall aims and 

objectives of Primary. 
• Establish and maintain relationships with stakeholders including partners, venues, artists and creative teams. 
• Be an ambassador, acting in the best interests of Primary at all times. 
• Review, develop and relaunch Primary Friends’ scheme, with Director and fundraising group. 
• Work within Primary’s Equal Opportunities statement and Equality Action Plan, Health and Safety policies and 

procedures. 
 
ONLINE / DIGITAL 

 
• Manage Primary’s social media feeds, engaging with our audience to increase reach, interaction and awareness. 
• Manage Primary’s website ensuring this represents all aspects of the organisation’s work. 
• Provide guidance on digital marketing for staff and placements. 
• Ensure that the organisation’s mailing list (email) is regularly updated and growing. 
• Create monthly e-newsletters, and more targeted campaigns aimed at different audiences, with an increasing 

open rate and engagement. 
• Seek out alternative digital marketing technologies that may provide new opportunities. 
• Develop the accessibility of Primary’s online platforms. 
• Ensure that our mailing list is consistently GDPR compliant. 

	

COPY / PRINT 

 
• Writing and overseeing copy for print, press and campaigns targeted to particular audiences. 
• Oversee the creation, printing and distribution of print material (e.g. Newsletter, Programme Notes) liaising 

between staff and designers. 
• Oversee design schedules. 

 
MONITORING / EVALUATION 

 
• Use data to measure the success of campaigns, reporting on performance to wider team. 
• Manage effective audience data collection (including audience feedback). 
• Lead on Audience Finder data collection/reporting.	
• Support wider staff team to collate evaluation. 

	
 
 

 
 
 



	

 
 
 
	

 
 
PERSON SPECIFICATION 
 
Applicants will need to demonstrate: 
 
CRITERIA Essential / 

Desirable
  

Demonstrated through 

KNOWLEDGE AND SKILLS   

Knowledge of the artist-led sector and visual arts Desirable Application / Interview 

Excellent organisational and administration skills Essential Application / Interview 

Excellent communication skills, with proven copywriting Essential Application / Interview 

Demonstrable knowledge of best practice in website design and social media Essential Application / Interview 

Ability to monitor and understand analytics to set appropriate targets Essential Application / Interview 

Excellent computer literacy (Microsoft Office, Adobe Creative Cloud) Essential Application  

Fire Marshal and First Aid training Desirable Application 

EXPERIENCE   

Demonstrable experience of marketing, audience development and 
communications 

Essential Application / Interview 

Experience of creating dynamic content for a diverse range of audiences 
across multiple digital and print channels 

Essential Application / Interview 

Experience of coordinating a wide range of activities and the ability to work 
under pressure, prioritise and meet deadlines. 

Essential Application / Interview 

Significant project management experience  Desirable Application / Interview 

Relevant experience working in a cultural institution Desirable Application 

PERSONAL ATTRIBUTES   

Strong visual and design sensibility Essential Application / Interview 

Strong team working and the ability to act with intelligence and understanding in 
a small team 

Essential Application / Interview 

Dynamic and proactive with an ability to work on own initiative,  Essential Application / Interview 

Understanding of own strengths and weaknesses and committment to personal 
learning and development 

Essential Application / Interview 

Ability to focus own role on the needs of the organisation, decide priorities and 
plan how to achieve them effectively 

Essential Application / Interview 

Availability to work flexible hours including evenings and weekends as 
appropriate 

Desirable Application 

 


