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TOWN COUNCIL





JOB DESCRIPTION
Job Title: 

Marketing and Audiences Assistant
Location: 

Primarily office based, with occasional evening and weekends

Reports To:

Marketing and Audiences Manager
Hours of Work: 
Full-time, up to 37.5 hours per week
Including occasional evenings and weekends
1. MAIN PURPOSE

Assisting the Marketing & Audiences Manager to market all the events and services The Harlington provides to a wide and varied range of users. Assisting with the administration of bookings and venue hire. To ensure a first-class customer experience at the reception / box office during normal and extended opening hours, and at performance times as required. Support the team with ad hoc business administration where needed.
2. Principle Accountabilities 
2.1 Bookings and Customer Service
· To act as a joint point of contact for existing and prospective hires and build & maintain a relationship with regular customers.

· Supporting the Marketing and Audiences Officer to arrange bookings with customers.
· To continually seek new ideas to increase income, make savings and enhance the customer experience.

2.2 Ticketing and Box Office administration
· To understand ticket sales targets and aim to achieve them, upselling additional services and products
· Working towards achieving a target of answering the majority of phone calls within 3 rings
· Maintaining accurate information on all mailing lists held on the ticketing system
· Building appropriate targeting lists using the box office system

· To use available information to learn about the productions on sale, seating layouts and information required by the customer so as to best advise them.

· To work shifts on the box office/reception counter. Hours will vary and can involve evenings/weekends.

· To ensure any new information is added to the box office diary for use by other members of staff.

· To run daily reports on the Ticketsolve ticketing system for online sales, print off tickets and prepare for posting/collection.

· To post out purchased tickets on a daily basis.

· To deal with customer queries via telephone and face to face. Good customer service is of a very high priority.  

2.3 Marketing and Audiences Support

· By working with the Marketing & Audiences Manager to support with Box Office, Marketing and Hall hire reports, alerting the Marketing & Audiences Manager to any potential issues.

· Creating and sending effective email communications as required

· To offer marketing support to the Marketing & Audiences Manager or external marketing company.
· Support the incoming print and maintaining effective Front of House displays
· To check the website, and social media, for any errors or out of date information, update content where necessary.

· Input ideas for marketing campaigns 
· Take responsibility for specific marketing campaigns and complete under your own initiative
· Keeping The Harington’s information up to date on external web sites
· To represent the Marketing & Audiences department at certain events, ensuring the hirer / artist / invited guests are looked after and have a good experience at the venue.
· Following up customer queries/issues and resolving in a timely fashion
3. Other Responsibilities 

· Undertake other duties as may reasonably be required by the Council.

4. General Health & Safety 

While at work, all staff are required to: -

· Take care of their own health and safety and that of others who may be affected by their acts and omissions; and

· To be familiar with and comply with The Council’s policies and procedures for health and safety.

5. Knowledge, Skills and Experience

· The post holder will be required to actively seek to acquire, update and maintain the necessary professional knowledge and skills required for the efficient management of their role;

· To attend training courses, development sessions and conferences as required by the role.

NB. This job description is non-contractual and is a statement of the job content agreed at the time of issue. It should not be seen as precluding future changes.

I confirm I have read and understood the above Job Description for the post of Marketing and Audiences Officer. 

Signature ………………………………
Print Name ………………………

(Job Holder)

Print Name …………………………….
Signature ………………………………
Date ………………………………

(Manager)
Marketing and Audiences Assistant September 2025
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