
Candidate Brief - March 2023

Marketing & Communications Manager 
(Maternity Cover)



Introduction
 
Talawa are looking for a Marketing Manager and Communications
Manager as a maternity cover on a fixed-term contract from May 2023 to
March 2024  to join their 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. 

 
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 

The Marketing and Communications Manager is responsible for all of
Talawa’s audience-facing operations, including marketing, press, social
media, and audience development strategies.  

Managing Talawa’s communications strategies to ensure all its
communities understand and promote Talawa’s purpose and
programming.  As part of the Communications brief, manage the
website, all media engagement, narrative development, brand and
publicity.

Support Talawa’s fundraising efforts by contributing to grant proposals
and line manage the  Marketing Assistant.



Key duties and responsibilities 

Work closely with the Artistic and Executive Directors to
communicate Talawa’s work onstage to existing and potential
audiences and to seek opportunities to enhance Talawa’s profile
and reach
Devise and implement cost-effective marketing campaigns to
promote Talawa’s productions and events to meet agreed box
office and audience development targets. This includes:

working closely with relevant Talawa staff and third-party
partners
working within agreed budgets for each campaign
being responsible for design, production and distribution of
print
booking advertising
monitoring the effectiveness of marketing activity

Monitor and develop Talawa Communications Plan, including show
publicity, profile building, and organisational communications.
Manage Talawa’s Digital Strategy.
Manage Talawa’s visual and verbal identity (brand guidelines),
ensuring a consistent and appropriate tone of voice across all
communications, including marketing, development and institutional
communications.

Marketing and Communications

·       Play an active role in positioning Talawa as an attractive proposition to
potential sponsors and supporters.
·       Manage Talawa’s press relationship with our PR company, social
media and oversee the organisation of Press Nights.



Key duties and responsibilities 

Manage Talawa’s Audience Development Strategy, including
analysing audience data, and reporting and understanding trends
   Driving the delivery of the Company’s commitment to customer
care by overseeing all customer-facing areas, ensuring best
possible customer experience, and maximising opportunities for
earned income. 
   Manage and oversee the Talawa Ticketing and Box Office functions
for all Talawa events
 Maintain an up to date database of Talawa audience members, and
potential audience members, donors and potential donors.

 Oversee performance management and development of the
Marketing Assistant, ensuring excellence and a positive culture is
consistently achieved.
  Manage the marketing budget to support the company’s work
across artist development and community engagement.
 Ensuring the Customer Relationship Management (CRM) system,
Salesforce, is kept fully up to date with correct addresses and
contact information, communication preferences.
  Implement Talawa’s GDPR (General Data Protection Regulation)
policies and procedures and maintaining compliance across all
marketing activity
 Maintain comprehensive data on Talawa’s activities (audience
statistics, box office information, etc.) and disseminating written
reports as required
 Responsible for the Talawa Theatre Company’s Archive, overseeing
its development and upkeep (housed at the V&A).

Audience Development and experience

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. 



Essential skills and experience
 A belief in Talawa’s vision and mission
  An innovative and energetic thinker with significant and
demonstrable experience in communications and marketing (guide
3-4 years experience)
Experience of campaign management and the proven ability to
analyse and translate marketing and audience data
Excellent understanding of digital media and networks and their
imaginative use in communications
Resourceful and innovative with strong influencing and networking
skills
Extensive experience of successfully leveraging communications
channels including digital media
  Proven ability to work to budget and meet deadlines
  Highly organised with solid administrative skills, a flexible and
innovative approach and attention to detail
Good working knowledge of CRM software and email marketing
software 
Discreet and able to deal appropriately with confidential information
A team player and a motivated self-starter with the ability to build
strong working relationships
Excellent communication skills, both written and verbal
Ability and willingness to work outside standard office hours when
required
Computer literate with a sound knowledge of the Microsoft office
suite and database management.

Essential  skills and experience 

 

Person Specification



Experience writing and submitting funding applications, reports,
individual giving appeals, and social media posts 
Knowledge of: 
 Content Management Systems (or willingness to learn) 
 Salesforce Customer Relationship Management (CRM) system
(training will be provided if required) 

Desirable  
 

 

 

Person Specification



Main terms and conditions

 Job title: Marketing and Communications Manager (maternity cover)

Responsible to: Executive Director & CEO

Responsible for: Marketing and Communications Assistant

Key working relationships: Artistic Director, Development Manager,
New Work Producer, & Community Engagement Producer

Contract type:     Full-time, fixed term (May 2023 - March 2024)

Hours: 40 hours per week including a lunch break of 1 hour. Additional
hours may be necessary to fulfil the requirements of the post, including
evenings and weekends, and travel out of London when required

Salary: £30,000 - £33,000 per annum pro rata depending on experience

Holiday: 24 days per annum 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. 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 3-month probation

Notice period: 4 weeks’ notice by either party until successful
completion of probation. On successful completion of probation period
2 months’ notice by either party.

Location: Fairfield Halls, Croydon and remote working

Further details: Please see our ‘Who we are’ information sheet on the
vacancies page of our website at: http://www.talawa.com/get-
involved/opportunities/

 

 

http://www.talawa.com/get-involved/opportunities/


How to apply 

Application details 
 
Closing date: 12:00 noon  on Wednesday 29th March 2023 
 
Interview: 

First round interviews week commencing 3rd April  
Second round interviews week commencing 10th April 
 
Ideal start date: May 2023 with ability to work handover dates mid-late
April 2023.  
 
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/5045996
https://www.tfaforms.com/5045996

