Application Pack

[image: image1.png]Manchester

Craft & Design

Centre





Application for position of Marketing and Digital Manager 

Please find attached:

1. About Manchester Craft and Design

2. Job description & person specification 
We are looking for a committed, energetic, down-to-earth person who is passionate about the arts and feels comfortable working in a busy, creative environment.
If you would like to be considered for this exciting opportunity, please submit your application form by 10am Monday 1st September 2014.
Please return your application by post in an envelope marked “Marketing & Digital Manager Application” to:

Kate Day, Director
Manchester Craft and Design Centre,

17 Oak Street, 

Manchester, 

M4 5JD

We are sorry but we cannot accept email applications.

If we have not contacted you by Friday 12th September we thank you for your application, but are sorry you have not been selected for interview on this occasion.  

Interviews will be held on Thursday 18th September.  If you have any special access requirements please let us know.
Thank you for your interest in Manchester Craft and Design Centre.

ABOUT MANCHESTER CRAFT & DESIGN

Manchester Craft & Design (MCAD) is a not for profit limited company responsible for managing Manchester Craft & Design Centre (MCDC).  MCAD provides studio / retail accommodation for contemporary craftspeople and designers, organises a high quality exhibitions and events programme and hosts a café.  The Centre is open to the public 6 days per week (currently under review).

MCDC is located in a Victorian fish and poultry market building in the Northern Quarter of Manchester, at the heart of an innovative creative community. The premises is owned by Manchester City Council and has been in operation as a craft centre since 1982. 
MCAD is currently undergoing a period of unprecedented development, is one of Arts Council England’s National Portfolio Organisations (NPO), and has recently secured ongoing NPO funding for 2015-18.  ACE funding supports our exhibitions and events programme to develop new and existing audiences for craft and design, and initiatives to ensure the continued sustainability of the Centre by developing new audiences and income streams.  These include digital developments such as e-commerce, future plans for an online supporters scheme and web-based forum for designers and makers, and trading activities such as venue hire and public workshops.  We are also in discussions with our landlord, Manchester City Council, to raise funds to refurbish our historic building.
Our Mission
Our mission is to be the place to make, see and buy contemporary craft and design in the North West.
Our Activities
· Providing affordable studio and retail space, to support the growth of successful and sustainable creative businesses.
· Developing new talent by welcoming visits from education groups, offering sales and exhibition opportunities, and providing professional development services for MCAD tenants and regional artists.
· Creating opportunities for diverse audiences to engage with and purchase contemporary craft and design.
· Building the strength of the creative economies and cultural infrastructure of Greater Manchester and the North West.
Our Business Drivers 2015-18

a. Exhibitions & Events Programme
b. Talent Development

c. Building Improvements

d. Digital

e. Audience Development and Marketing

f. Income Generation
About the Centre
Manchester Craft and Design Centre is a unique organisation comprising of 18 retail/studio spaces which house 30+ designer-makers.  We also host a cafe and a regularly changing programme of exhibitions of work from national and international designer-makers.  

MCDC won the Best Independent Tourism Retailer at the Visit Manchester Tourism Awards in 2011 and 2013.  It is one of the few places in the UK open to the public where designer-makers can produce and sell their work on the premises, and welcomes around 90,000 visitors per year.  Our exhibitions and events programme complements the range of work on offer, and is an important audience development tool, both in generating new audiences for the Centre and widening public engagement and participation in contemporary craft and design.

We recognise that these are challenging times for small creative businesses, and are working on a number of initiatives to provide opportunities for our tenants and regional makers, including online sales opportunities, professional development events, and by working with partners such as Manchester Metropolitan University.  We believe that by helping to grow talent in Manchester and the North West, MCAD can contribute towards the region being a great place to make, see and buy excellent art.

About the company
MCAD is run by a management team guided by a voluntary Board of Directors.  The staff structure is as follows;
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What our Patron says about us

“Years ago I’d sit and scribble in the café, or wander around the shops watching people work. It’s one of those warm personal destinations that I’ll meet friends from out of town in and if you like to give personal gifts then there is nowhere better in the North West. I’m very proud to be a patron”

Guy Garvey, Elbow Lead Singer, February 2012
What our tenants say about us
"To be inspired by the environment we work in is invaluable as a maker and I feel privileged to be able to be part of an organisation which offers such high quality exhibitions to the public, which in turn reflects on the centre as a hub of excellence in design." Tenant feedback, 2014
What our visitors say about us

“The work was not only moving but the process and journey it took you on was really interesting. I have never seen ‘craft’ in this way before. It was very unique and memorable.” 
Visitor to Alinah Azadeh: Gifts of the Departed exhibition, 2014
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Manchester Craft & Design (MCAD)

Marketing & Digital Manager Job Description

Position

Marketing & Digital Manager – Manchester Craft & Design

Salary


£20,000 – £21,000 pro rata 4 days per week (28 hours)

Responsible to 
MCAD Director

Employer

Manchester Craft & Design (MCAD)

Term


Fixed Term Contract until 31st March 2017
Purpose of the post

· As Marketing & Digital Manager of MCAD to take a lead on marketing and external / internal   communications for MCAD
· Support, maintain and develop the aims, policies and activities of MCAD to help the company achieve its objectives as set out in the Business Plan, and to help to take the company forward to its next stage of development.
· To be responsible for developing and managing a diverse range of projects and tasks to market and promote Manchester Craft and Design Centre as a venue for makers and diverse audiences for contemporary craft.
· Line management responsibilities for the Centre Co-ordinator.
PRINCIPLE DUTIES
Strategy, research, planning and reporting  

· Implement MCAD’s Marketing and Audience Development Strategies, using market intelligence and consumer research.
· Plan and manage the marketing budget to maximise outcomes, to deliver significant outcomes including growing and broadening audiences for all MCAD activities. 

· Regular reporting of financial and planning information to the Director.
· Work with the Director on company development projects with particular emphasis on audience development, and income development (including individual giving, sponsorship and other fundraising activities).
· Plan and project-manage marketing campaigns to promote retail growth and broaden audiences for exhibitions and events.
· Devise and implement audience research initiatives, to inform benchmarking and audience intelligence.

· Write and contribute to reports for presentation to management, MCAD Board and external funders / partners, working to SMART targets.
· Be MCAD’s expert in marketing and digital communications through up to date knowledge of commercial marketing / communications practise and developing trends in retail. 

· Support MCAD’s resident artists to grow their businesses through coaching and / or advice.  
Brand guardianship 

· Act as brand guardian for MCAD’s brand across all platforms – digital, print, advertising, ambient/signage ensuring consistency and quality. 
Digital communications 

· Lead responsibility for MCAD’s website, including e-commerce, supporters scheme and MCD Network development.

· Plan, develop and update content for the MCAD website and digital / social media campaigns to maximise SEO and selling opportunities, assisted by the Centre Co-ordinator.
· Planning, content development and delivery of regular cycle of email newsletters, assisted by the Centre Co-ordinator.

Customer Relationship Marketing 
· Develop MCAD’s audience intelligence, working with the Audience Agency’s Audience Finder project.

· Oversee the growth and monitoring of MCAD’s customer databases, mailing lists and visitor attendance figures, assisted by the Centre Co-ordinator.

· Develop the online MCD Network for regional artists into an online forum.

· With Director, develop the studio waiting list, and assist in the recruitment of new tenants for the Centre against the artistic policy through advertising and networking.
PR and media relations 

· Proactively develop regular media coverage for the Centre with national, regional and local media including lifestyle, consumer press, specialist craft press and lifestyle bloggers. 

· Co-ordinate press information, images and interview requests. 
· Engage and manage PR agencies / freelancers extracting maximum value from contract. 
Development 

· In collaboration with the Director, identify and pursue opportunities to maximise MCAD’s resources, including sponsorship, awards, and partnerships.
· Play an active role in MCAD’s fundraising activities, develop a database of supporters for online giving and digital fundraising.

· Develop new income generating opportunities for MCAD and its tenants, such as venue hire and membership services.

Print management 
- Project-manage the design and production of promotional materials and advertising using external agencies and in-house resources ensuring materials are produced to time, to budget and to optimum quality. 
Event management 

· Co-ordinate promotional activities including exhibition launches, shopping events, occasional fundraising events and external events in collaboration with MCAD team and resident artists.  
Collaborative working and advocacy 

· Develop and maintain good internal relations with MCAD tenants, including regular news updates, attending occasional tenants’ meetings.
· Liaise and collaborate with tenants on joint marketing initiatives, and convene Tenants Marketing Group meetings.
· Play a key advocacy role with external organisations and contact such as Manchester City Council, Visit Manchester, journalists, funders, sponsors and HE/FE organisations.

· Attend relevant meetings, conferences and events and actively raise the profile of MCAD.
· Liaise with stakeholders, including MCAD tenants, staff, customers and board members.

Customer care 
· Take responsibility for the co-ordination, planning and management of the Centre’s ‘front of house’ appearance, including signage.
Other duties 

-    Assist with general office administration and deputise for the Director as and when required.
· Key holder responsibilities for the Centre premises, including alarm call out duties.
Equal Opportunities 

· Understand and apply the principles of Equal Opportunities.

Responsible for: 

· Line manage the Centre Co-ordinator, including work planning.
· Recruit and line manage volunteers and interns in line with equitable volunteering practice.

· Management of key supplier accounts such as digital agencies, graphic designers, print distribution companies and PR agencies. 

Responsible to:

Director 
PERSON SPECIFICATION

Essential:

· Education to degree level in a relevant subject, or equivalent experience.

· A minimum of two years experience in a similar role, preferably within arts or retail marketing.

· Experience of developing and managing strategic marketing projects.
· Experience of strategic website development and familiarity with online selling techniques.
· Good I.T. skills including experience of digital marketing techniques and social media.

· Good written communication and proofreading skills, and the ability to produce good quality materials for a variety of purposes including press releases.

· Established track record of developing strong media contacts and attracting publicity.

· Ability to communicate with a wide variety of people using a variety of oral and written materials in a manner that is clear, concise, accessible and effective.

· A proactive and entrepreneurial approach towards income generation.

· Good organisational skills, ability to plan and prioritise work and fulfil administrative duties.

· Good level of numeracy skills to be able to administer and monitor budgets.

· Knowledge of design and print production processes.

· Numerical, analytical and report writing skills.

· Resourcefulness, a creative approach to working with limited resources.

· Willingness to take on a wide variety of tasks.

· Ability to work as part of a team.

· Ability to work under pressure.

· Open commitment principles of equal opportunities and the creative case for diversity.

· A flexible approach to working hours including an ability to work outside office hours, including some evening work, weekend work and travel off site.

Desirable:

· Knowledge and understanding of the arts / craft and design / retail sector.

· Ability to identify and implement innovative solutions to problems.

· Tact and diplomacy in all interpersonal relationships with both users of the building and external agencies and contacts.

· Knowledge and awareness of relevant legislation such as the Health and Safety at Work Act, and the principles of Risk Assessment.
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