
Candidate Brief - February 2023
Marketing and Communications Assistant



Introduction
 
Talawa Theatre Company are hiring for a Marketing Assistant to join their
Marketing Department team.  
 
In September 2019 Talawa moved to its new offices and a 200 seat
theatre space as part of the redevelopment of Fairfield Halls in
Croydon’s new Cultural Quarter where we are delighted to be a
resident company. 
Talawa has an established track record of producing quality work which
shines a spotlight on Black talent, creating theatre for diverse audiences
across the country. Mounting more than fifty productions over our 36-
year history, we are the only Black British theatre company that presents
the traditional canon of British theatre alongside international work and
new plays. 

Your role as our Marketing Assistant will support the Marketing and
Communications Manager in leading Talawa’s exciting audience-facing
operations, including marketing, press, social media, and audience
development strategies.  
You will be part of a small and dynamic team, supporting on Talawa’s
communications strategies to ensure all its communities understand and
promote Talawa’s purpose and programming.  
 
You will be joining the team at an exciting time as the 2023 season is
underway and supporting the team in the lead up to 2024 and beyond.
Talawa Theatre Company is a resident company in Fairfield Halls in
Croydon, so you also have the exciting opportunity to join our team
during Croydon's year as the London Borough of Culture.  

 



Job Description
 

Overview of Role 

Reporting to the Marketing and Communications Manager and working
closely with the Joint CEOs you will support in the communication of
Talawa’s work onstage to existing and potential audiences and seek
opportunities to enhance Talawa’s profile and reach. 



Key duties and responsibilities 

Working closely with the Marketing and Communications Manager
as well as relevant Talawa staff and third-party partners 
Supporting on social media content ideas and queuing social media
for the campaign where required  
With the Marketing and Communications Manager, attend meetings
with creative teams and external partners regarding marketing
campaigns and content creation  
Generating and updating website content  
Responsible for creating and sending Press Night guest invitations
and managing RSVPs 
Contributing ideas regarding design, production and distribution of
print 
Booking advertising where required  
Liaising with external freelancers, marketing and print agencies and
internal departments on the creation and delivery of marketing
materials 

Productions   

Each year Talawa programmes an array of productions, through co-
producing partnership or as lead producer. You will support the
Marketing and Communications Manager in the delivery of marketing
campaigns to promote Talawa’s productions and events to meet
agreed box office and audience development targets. This includes: 

 



Key duties and responsibilities 

You will assist in the creation and contribution to social media
calendars for Talawa Theatre social media channels with relevant and
insightful content relating to the current and upcoming programme 
Support in strengthening Talawa Theatre Company’s online
presence and building our audience on social media channels  

Contribute and proof-read content to Talawa Theatre newsletters,
signed off and managed by Marketing and Communications
Manager  
Manage a PS Swap list of requests from external organisations  

With guidance and sign off from the Marketing and Communications
Manager and working closely with the Community Engagement
team, you will lead on the development and implementing of
community engagement marketing campaigns to publicise and
recruit for community engagement programmes  
Adhere to agreed branding guidelines and budgets for each
campaign 
Contribute to the marketing campaign planning and delivery for
Community Engagement events and productions  
Work closely with the Community Engagement team to build on
sharing insight with the public through Talawa Theatre Company’s
social media channels  

Social Media  

Email Marketing  

Community Engagement   



Key duties and responsibilities 

Assist the Marketing and Communications Manager in the delivery
of marketing campaigns for New Work programmes, productions
and events 

On occasion you will be expected to attend events such as meet
and greets with external partners and organisations  
Throughout each year there will be key events such as Press Nights
and Fundraisers/Donor events you will be expected to attend and
support the Marketing and Communications Manager in the creation
and delivery of marketing materials that may be required.  

You will be required to co-manage Make Online with the
Development and Community Engagement Assistant, Talawa
Theatre Company's extensive website connecting professional
artists with opportunities  
Assist the Marketing and Communications Manager in compiling
reports and evaluation data regarding Google Analytics, Culture
Counts and general customer feedback  
Generating and updating website content when required 

New Work  
 

Events 

Administration 

 



Duties and Responsibilities of all staff members
 

Maintain confidentiality in all areas relating to Talawa Theatre
Company where appropriate 
Be aware of, and comply with, Health and Safety rules at work and to
abide by the procedures as set out in the Health and Safety policy 
Work in accordance with the principles of Talawa’s Equality and
Diversity statement  
Be active in Talawa’s commitment to Environmental Sustainability and
reduce environmental impact 
Be aware of and comply with rules and legislation pertaining to
Safeguarding and to abide by the procedures as set out in the
Safeguarding policy 
Abide by other guidelines, procedures and policies provided by
the Company 
Contribute towards Talawa’s fundraising goals, this may include
research, writing applications, advocacy and managing
relationships 
Take part in such working groups as might from time to time be
required for the fulfilment of organisational targets 
Participate in all training and development initiatives as required 
Undertaking such other duties as may be reasonably required. 



A belief in Talawa’s mission and vision 
You will have had at least one year's experience working in a theatre
organisation within an administrative or marketing role.  
Previous experience creating and managing social media channels
in a professional setting  
Knowledge of email marketing software such as Dot Mailer,
Mailchimp 
Experience of generating and updating website content  
Good working knowledge of Microsoft Office and CRM systems to
create campaigns 
Can-do attitude with a team spirit  
Excellent written and oral communication skills 
A keen eye for detail 
Good relationship management skills 

Knowledge of SEO and Google Analytics  
Experience of marketing to local communities in a supporting role  

Essential  

 
 
 
Desirable  

 

Person Specification



Main terms and conditions

 
Job title: Marketing Assistant 
 
Responsible to: Marketing & Communications Manager 
 
Responsible for:  
 
Key working relationships: Community Engagement Assistant Producer,
Development Assistant 
 
Contract type:  Fixed term for 2 years with option to renew 
 
Hours: 24 hours per week including a lunch break of 1 hour, worked over
3 days. Additional hours may be necessary to fulfil the requirements of
the post, including evenings and weekends, and travel out of London
when required 
 
Salary: £22,000 - £24,000  per annum pro rata  depending on experience 
 
Holiday: 24 days pro rata plus bank/public holidays 
 



Main terms and conditions

Pension and Benefits: Within 3 months you will be enrolled into The
People’s Pension in accordance with statutory deadlines and
contributions. Discounts available at Fairfield Halls café and on shows and
concerts. Talawa has an Employee Assistance Programme (EAP) 24/7
confidential helpline including face-to-face counselling. 
 
Probationary period: Appointment is subject to satisfactory completion
of a 2-month probation. 4 weeks notice by either party until successful
completion of probation 
 
Notice period: On successful completion of probation period 2 months'
notice by either party. 
 
Location: Fairfield Halls, Croydon and remote working 
 



How to apply 

Application details 
 
Closing date: 17:00 on Wednesday 15th March 2023 
 
Interview: Week commencing 27th March 2023  
 
Ideal start date: The successful candidate will be requested to start as
soon as possible 
 
To apply, please complete our online application form via the link
below. 
 
Talawa is an equal opportunities employer. We are committed to
working towards a more diverse theatre and cultural industry. Please let
us know if you require this Job Pack in a different format by calling us on
020 7251 6644 or by email to recruitment@talawa.com 
 

  

 Please apply via the application form here: 

CLICK HERE TO APPLY 

https://www.tfaforms.com/5047157
https://www.tfaforms.com/5047157

