
Bedford Creative Arts 
Job Description 
 
 
Job Title: Marketing and Communications Manager   
 
 
Responsibilities: 
The marketing and communications manager is responsible for developing, 
managing and delivering all our communications across three key areas: 
marketing, evaluation and fundraising, telling the story of our work. You will 
lead on preparation of all marketing materials; you will lead on evaluation and 
data capture. In addition you will support the CEO and trustees in shaping 
communications with stakeholders and assist with the preparation of 
fundraising material. 
 

 
Location:  Central Bedford 
 
Accountable to: CEO and Trustees 
 
Salary:  £20,000 - £23,000 PA depending on experience 
    
Status of post:  Permanent 
 
Hours: Full time (flexible) 
 
 
About Bedford Creative Arts (BCA) 
BCA is a small contemporary arts organisation and charity at an exciting time 
of growth. We run a programme of artist commissions, events, projects, and 
workshops that cater for new audiences and provide new opportunities for 
artists.  
 
We support and commission artists who want to develop new work that 
engages with specific places and social and cultural contexts and whose work 
involves other people. Art made in public and community spaces by artists 
who actively encourage participation in their work. 
 
We work from and also manage a small complex of seven artist studios, 
providing support and development opportunities for those artists and the 
wider creative community of Bedfordshire. 
We are an Arts Council National Portfolio Organisation. 
 
The unique context of our HQ at Midland Rd 
We are uniquely sited in artist studios on the Midland Road. In many ways this 
is the ideal location for BCA as many of our partners and the client groups we 
seek to engage are based within the immediate vicinity.   
The area around Midland Road is amongst the 10% most deprived areas in 
England. There are a large number of charities and voluntary sector 



organisations within a five minute walk all of whom work with the 
disadvantaged.  
 
 
Our programme comprises the following elements: 

 Artist commissions and residencies 
(exhibitions, installations and interventions across Bedfordshire and 
beyond) 

 Public programmes of workshops 

 Public programmes of talks, Continuing Professional Development and 
networking events  
 
 

Person Specification 
You will have an interest in the arts but it isn’t essential that you come from an 
arts background. You are likely to have experience in the commercial sector 
and at least an understanding of the non-profit world. 
 
You will be a strong communicator who is equally good talking with our 
audiences as with our major stakeholders and funders. You will consider 
yourself a team player who thrives in a changing environment. You will be 
adaptable and someone who naturally offers help to others when the need 
arises. 
 
There’s a sense of adventure about you and are not fazed by getting stuck 
into something new. You understand and thrive off the need for results and 
can work to tight deadlines. 
 
You will have advanced ICT skills which will include: Email; word processing; 
spreadsheets; databases; presentations, use of graphic design packages, 
web applications, CRM, and be willing to embrace new technologies and 
ideas. 
 
You would describe yourself as a digital native – someone who naturally 
understands the digital marketing environment and can use it to great effect. 
 
 
Role and Responsibilities 

 Developing and implementing the marketing and communications plan 
aligning it to the goals and ambitions of the business plan 

 Developing the brand and ensuring consistency of message across all 
our touch points 

 Managing and delivering all online and offline marketing including 
project managing production of BCA’s quarterly programme brochure 

 Producing press releases and building relationships with local and 
national press 

 Responsible for implementing a rolling programme of research and 
evaluation on all our projects.  

 Ensuring accurate records are kept and all reporting requirements for 
funders are met  



 Digital marketing. Ensuring our digital strategy is fully integrated across 
all marketing and communications activity 

 Digital Marketing. Be responsible for the BCA website 

 Digital Marketing. Ensure our social media strategy is dynamic, 
targeted and drives traffic   

 Ensure our database is up to date, accurate and grows 

 Attending Board meetings as required (occasional) 
 
 
Essential 
 

 Able to demonstrate strong skills in planning 
 

 Able to demonstrate very high standards of written and verbal 
communication 

 

 Experience of planning and delivering marketing both digital and offline 
 

 Excellent administration skills 
 

 Ability to work in a small team and on own initiative 
 

 Ability to work unsocial hours 
 

 Welcoming and assisting attitude towards everyone 
 

 Experience of line managing permanent and temporary staff and 
volunteers 

 
 
Desirable but not essential 
 

 Experience of fundraising through statutory sector and trusts/foundations 
 

 Knowledge of funding bodies and other related public sector agencies and 
have an understanding of how the arts can contribute to social inclusion 
and regeneration 

 
 
Working Hours, Benefits and Holiday Arrangements 
This is a full-time position: 37 hours per week. 
In view of the responsibilities connected with this position the post holder will 
be expected to work such hours as may be necessary and reasonably 
required including evening and weekend events. A considerable amount of 
our programme delivery takes place at evenings and weekends. 
 
A probationary period of three months from issuing the contract applies. 
There is an allowance of 20 days holidays per year, plus an allowance for 
public holidays. 



Apply with a letter of application outlining your interest in the role as defined 
above.  
In your letter of application tell us how you would apply commercial 
marketing thinking to a non-profit environment. 
 
 
Send this with your completed application form and equal opportunities 
monitoring form with an up to date Curriculum Vitae (to include the contact 
details of two referees) to:  
 
Lauren Wells: laurenw@bedfordcreativearts.org.uk  
 
 
 
Deadline for completed applications: 12pm Monday 22nd September 
 
Interviews scheduled for week commencing 6th October 
 

 
 
 
Short listing for interview will be based on the Shortlisiting Criteria and we 
recommend you make reference to this in your application, please show how 
you meet the criteria. 
 
Please note that this position will require the successful candidate to 
undertake a security check via the Disclosure and Barring Service, upon offer.   
 
Thank you again for your interest in Bedford Creative Arts and we look 
forward to receiving your completed application. 

 
 
If you would like an informal chat about the role please call Dawn Giles on 
01234 818670 

mailto:laurenw@bedfordcreativearts.org.uk

