Marketing and PR Assistant
 

As a Marketing & PR Assistant at Surface Gallery you will preferably work a minimum of one day a week and will attend a team meeting once a month, this will be more often during the preparation of exhibitions and events. Specific roles are being developed, including designer, and reviewer to divide the responsibilities with this team. All voles are expected to invigilate exhibitions and events and keep on top of daily administration. 

 

You will work closely with the coordinator, the Marketing & PR team and the Exhibitions & Events team and will all be responsible for:

· Liaising with press contacts, exhibiting artists and the public.

· Regularly updating the Surface Gallery website, mailing list, Facebook, Twitter and Blog with all exhibition, events and key activity information.

· Writing press releases for exhibitions, events and key activities.

· Collating and writing the monthly e-newsletter, to include Surface Gallery images, exhibitions, events, news and volunteer updates.

· Writing exhibitions and events listings and sending or uploading to magazines, newspapers and all online arts and events listings.

· Designing flyers and posters for exhibitions and events and working with artists and external curators to ensure all promotional material created has the Surface Gallery logo and address on

· Flyering and mailing out posters and flyers to all creative venues in Nottingham city centre and to other arts establishments in the UK.

· Promoting all ‘calls for proposals’ for exhibitions, in all relevant magazines, newspapers and online directories.

· Writing exhibition reviews and sending to magazines and newspapers to be published. Publish on the Surface Gallery Blog, and file all published articles.

· Regularly researching and updating press contacts, newspapers, magazines, mailing lists and add to the Marketing databases on the office computer.

· Regularly updating and categorising the Gallery mailing list – adding new contacts from the sign-up sheet in the Gallery, deleting contacts who have requested to be removed, look into undelivered and unreturned email contacts.

· Knowing data protection law and ensuring it is adhered to.

· Regularly researching and updating where we can upload information about our exhibitions & events programme; the process, cost and timescales for this. 
· Keep-up-to-date with and attend exhibitions and art events in Nottingham and UK
· Working with all other teams to get updates on all developments.

· Sending all designs, press releases and mail-outs to the committee for sign off before they can be printed or distributed.

· Update and maintain website and Mailchimp e-newsletter contacts and mailouts.
· Liaise with committee members and Marketing team to determine necessary alterations to the website.
· Advise on new programmes/software and initiate training for other volunteers. 
· PLEASE REFER TO THE DETAILED MARKETING MANUALS AND ASK COORDINATORS FOR ADVICE DURING AND AFTER INDUCTIONS.

