Job Specification & Further Information
The Theatre Royal Bury St Edmunds

External Relations Department

Is recruiting to fill a replacement intern positions 

We would like to hear from anyone who aspires eventually to work in Arts administration, fundraising or marketing and would like the opportunity to work regularly 3 days a week over a 6 month period as

COMMUNICATIONS ASSISTANT
This is an intern position involving some routine basic work, the chance to work on a range of campaigns, and the opportunity to tackle some bespoke projects from dream to reality. This is on the job training to complement your own work or study.  Expenses paid, but no salary or fee.

For a job specification and application info go to www.theatreroyal.org 

Deadline for applications: 3rd September

Interviews planned: 9th and 10th September 

To start: As soon as possible

Timetable 

The intention is to appoint by Monday 13th September

Work commencing 27th September or as soon after as possible

Contract to 25th March 2011, or subject to discussion.

.

Some background

The Theatre Royal Bury St Edmunds is a mix of receiving theatre (welcoming plays on tour, concerts, comedy, dance and community/amateur musicals), and producing theatre (mounting our own productions of classic plays).  A central focus for this work is our Restoring the Repertoire™ programme which seeks to bring to the stage forgotten plays of the Georgian period. Some of our plays are presented as co-productions with other theatres across the UK, and we also present a programme of rural and regional/national touring.

The organisation is a not-for profit charity working in the only remaining Regency theatre in the world. Built in 1819 and recently refurbished, the theatre attracts tourists and academics exploring the world of Georgian theatre, as well as serving the community of West Suffolk with the widest range of programme. We are a small staff of theatre professionals supported by a wide ranging network of volunteers. 
Training Opportunities

We currently have interns or apprentices working in our technical department, administration, production, creative learning, and development teams.  The Marketing and Communication Assistants will be working alongside our Development Assistant.  
You will be replacing our first Marketing and Communications Assistants, two of whom have already moved into full-time appointments - one of whom as the Theatre Royal Marketing Officer (Emma Martin), one who has been appointed to Marketing at the Apex concert hall (Amy Hubbard). 
Over the coming year we will be building our opportunities for apprentices and interns, aware of the potential to offer additional skills and experience to those starting.  We also know how much we will benefit from additional staff members to help put into place so many marketing and development ideas.
We will start each of the Assistants with a pre-determined job plan outlined in brief below, but over the 6 months we expect that each person will experience parts of the other’s job.

The Job
The Communications Assistant will work with our full-time Marketing Officer - Emma Martin (who specialises in print production and campaign operation) and the Head of External Relations Chris Grady (who works across development, marketing, tourism, and box office).  
You will begin work shortly with a new Press Officer (a part-time position) which is being appointed in the next two weeks, following the move of Lucy Close, who has been with us for 4 years, to the Fitzwilliam Museum in Cambridge.

Key roles will include 
Social Media and On-Line presence – building awareness and driving traffic into the theatre via on-line promotion and our internet booking. Building our facebook, twitter world, especially using it to reach new audience for our activities and proving a cost-effective means of targeted mass communication. Skills needed – experience of twitter and facebook and other social media campaigns (or quick learning), understanding of targeted marketing, and an inquiring mind to find effective and efficient partnerships.

Print Media especially Village Newsletters – building our presence in available (and affordable) media and gauging the value of paid advertising, and the effectiveness of campaigns. Skills needed – organised forward planning, bit of a design eye, and an understanding of the community of readers we might hit (or quick learning).

Print & Publicity Distribution – building on the work of the first interns to work with our advocates and volunteers across the community to get leaflets into the right places and posters in front of the right people to generate traffic to the theatre. Skills needed – understanding of the area (an advantage), access to a car (an advantage) interest in getting a sales message across and point-of-sale.

Displays, Press Cuttings, Post - – The less glamorous but essential parts of all marketing and arts administration, preparing press cuttings for visiting companies and the Board, developing displays for exhibitions and windows, getting direct mail out of the door and into the waiting post-van.  Skills needed – willingness to muck in, attention to detail, and acceptance that behind the scenes work is essential. 
Late Event Marketing – assessing with the Marketing Officer shows against target, and seeing what schemes and promotions we can put in place in the final weeks and days to deliver a larger audience (presuming we are not sold out!). Skills Needed – great ideas, practical delivery, harnessing volunteers and colleagues, finding quick wins.
Research & Data Consolidation – at the opposite end of the timeline; working with the team to assess potential target audience from our 85,000 database for first promotion. Helping to build the strength of the database and looking at collaborations with other database owners.  Skills Needed – understanding of (or quick learning of) customer record management systems (mailing lists and box office databases), attention to detail and consideration of possible research ideas.

Making the Best Use of the Theatre – We have hundreds of people through the theatre seeing one show, how do we get them to know and book for a future show. Skills needed – ability to make a display (or quick learning), thinking about audience types and point of sale promotion, working with other staff members and volunteers.

Other Information
It would be very usefuk to have someone who has access to a car for distribution. Mileage costs for this work paid.
The position is unpaid (travel and expenses covered) and may suit someone in higher education, or with other part-time positions. Each Assistant has a dedicated line-manager with whom you will work closely, within a busy office. 
The aim for this whole programme is to help you get the most out of the opportunity. Experience in the last year has suggested to us that someone able to commit to 3 days a week dedicated work, is better for both sides than someone who can only commit to 2. You become more a part of the organisation, and have the chance to follow projects through.
We also sense that by 6 months you should have gained good experience, and beyond that you should be finding a job or going into different training. We offer a broadbrush introduction to everything involved in arts marketing and administration. If you become excited by one area then after 6 months you should pursue a more focussed approach. We will aim to help you decide the next step. 

Our Assistants are encouraged to see shows at the Theatre Royal, and comp tickets are available when we don’t have sell-out performances or private hires. You will be encouraged to spend some time in the rehearsal room and seeing how our productions are developed from page to stage.

If you have any special requirements to enable you to work in an office effectively please let us know. The offices are adjacent to the theatre accessible without steps. There is a canteen across the road where subsidised lunches (vegetarian and non vegetarian) are available. There is on-road parking around the theatre. We are at the west of the town about 10 minutes walk from the railway station.
Making The Most of The Opportunity

The ideal candidate will be self motivated and passionate about their chosen career path, be willing to work hard at the basics, and soak up the experience of working on the administration and development of a historic producing and receiving theatre.  
Working in a small office as part of a relatively small arts charity organisation you will have the chance to see every element of the operation at work. Over the 6 months you should gain reasonable understanding of the expectations and needs of departments including technical/production, finance/administration, press/marketing, front-of-house/catering, creative learning, box office and arts marketing & communications.  You will interact with many different facets of the business, and this should be useful in future careers.
At the end of 6 months we expect you to move on with a wealth of extra understanding of the work, some good references and contacts, ready to take on a full-paid role elsewhere; or to return to college/university and complete your degree with flying colours and a sense of purpose.

There may be opportunities to pick up some paid work in the Greene Room bar or front-of-house for those who may want to link across departments and stay for longer hours.   If you are applying from outwith the area we will try to recommend accommodation opportunities, and see what is possible.

We would prefer to agree a regular schedule of hours to try and fit-in with courses or other work, and to help us schedule work programmes

Whether you choose to stay in the arts, or move into other not-for-profit/charitable sectors, we hope and believe that the experience of working in the Theatre Royal will prove immensely valuable.
The Work Split

We are leaving the exact split of time open until we see who might be interested in the opportunity.  There are various options which we expect to have suggested to us by candidates:

a) You want to work with us full-time for 3 months and then move on

b) You want to work with us part-time (say 3days a week) for 6 months and use the rest of the time to earn some money, do your thesis, do other training work.

c) Or a balance between the two.

At its heart, the Theatre Royal wants to attract suitable interns and apprentices to enable us to do more with the resources we have available to us. At the same time we want to make an offer which will enhance your potential for long-term employment. In years to come we will be able to see some great marketing and development personnel who retain a fondness for their time in Bury St Edmunds and with us all the Theatre Royal.

Who’s Who

Chris Grady is the new Head of External Relations for the theatre supporting development, marketing and box office. I was previously Head of International Licensing for Cameron Mackintosh on Les Miserables and Miss Saigon, and a freelance project and event manager. In the 90’s I ran Buxton Opera House in Derbyshire, and have run the marketing/publicity for Edinburgh International Festival, the Traverse Theatre and Plymouth Theatre Royal. I continue freelance to run courses for writers on Musical Theatre and offer surgeries for producers/event managers.  I’m based in Great Finborough also working with my wife, Kath Burlinson, who is a director/actress and business/creative workshop leader.

Marketing & Communications
Press Officer – to be appointed / interviews 2nd/3rd Sept
Emma Martin has been working as Marketing Officer since June of this year. Prior to this I was working for 2 months as Acting Marketing officer and 3 months as the Marketing Assistant at the Theatre Royal. I am responsible for the marketing strategies for all the shows at the Theatre Royal, producing direct mail and e-marketing, co-ordinating the print and distribution (including our season brochure) and liaising with visiting companies. After graduating from the University of Warwick I spent some time working as a producer on local touring productions in both my own and other local companies. 
Working in the same room as Development

Julia Read I spent 4 years in the Development Department at the Royal Academy of Arts in Piccadilly. I then moved on to the Architecture Foundation, fronted by Richard Rogers, as their Development Manager, raising funds from business and charitable trusts.  I left them to go to the RSC at the Barbican and Stratford as their Individual Giving Manager, as they wanted someone to re-jig their flagging Patrons’ Scheme and they were also launching a second individual giving scheme supporting young actors where the level of giving was £30,000.  I ended up being recruited by the University of Warwick as Development Manager for the National Academy of Gifted and Talented Youth.  An interesting organisation, but I did miss the art world, so I retrained and got a Diploma in Garden Design and went self-employed as a freelance fundraiser and, bizarre combination, a Garden Designer.  In late 2007 I found myself moving down to Bury St Edmunds from Warwickshire and joined the Theatre Royal’s Development Department the following January.  Oh, and I have a love affair with Italy and the Renaissance.
Emma Suckling I have been at the Theatre Royal since September 2007 and lead on developing and running the theatre’s programme of fundraising events, cultivation events for new donors and for new strategic contacts and business supporters. I also manage the relationships with our current individual and corporate donors. Before working at the Theatre Royal I worked at the Unicorn Theatre in London Bridge, the Arts Council England, the Heritage Lottery Fund, the UK Film Council and the Big Lottery Fund. I am currently on maternity leave and will return to work properly at the very beginning of September this year. I will be in the office for a few days between now and September ~ attempting to get back up to speed before my official return to working life!
How to Apply

Please send the following by Friday 3rd Sept  to chris@theatreroyal.org
1) a short cv (no more than 2 pages of A4) and
2) a covering letter (no more than 2 pages).
Please highlight your interest in the job, the Theatre Royal, marketing & communications, the arts in general, and how this opportunity could benefit you in your chosen career.
Please give us an indication of the work pattern in which you are most interested, and if helpful the other work/study you are already doing.
If you have any questions to help you make your application please email chris@theatreroyal.org and we’ll try to answer.  This is the second phase of  internship for the organisation and so we have learned from the first round, but the exact job description will develop as we find the most suitable candidates. 
