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JOB DESCRIPTION 

	Job Title:	
	Marketing & Filming Co-ordinator

	Reports to:	
	Marketing & Filming Manager

	Department:
	Enterprise & Visitor Experience



Purpose of the Job

The Marketing & Filming Coordinator supports the delivery of Brighton & Hove Museums’ marketing activity and filming operations across its five sites.

The post-holder will provide day-to-day coordination of marketing administration, content support, and digital updates, as well as overseeing the administration and organisation of external filming and photography. They will work closely with the Marketing & Filming Manager, Graphic Designer, and Social Media & Influencer Manager to ensure campaigns and filming projects are delivered smoothly and on time.

Principal Accountabilities 

1. Marketing Support

· Provide administrative and practical support for the marketing team, including monitoring the marketing inbox, responding to enquiries, coordinating deliveries, and representing the team at meetings where required.

· Assist with the organisation and distribution of marketing materials, including leaflets, posters, and signage across all sites.

2. Filming & Photography Coordination

· Support the Marketing & Filming Manager in advertising and coordinating location filming and photography bookings across B&HM sites.

· Handle administration including contracts, risk assessments, insurance documentation, and invoicing.

· Liaise with site teams, contractors, and external production partners to ensure smooth delivery of filming projects.

3. Digital Content & Website 

· Assist in updating website content (e.g. What’s On listings, exhibitions, and news stories) and maintain accurate listings on third-party platforms.

· Assist in sourcing, editing, and preparing digital assets such as images, video and photography, ensuring they meet brand standards.

· Support the Social Media & Influencer Manager with social media content (e.g. photography, video, and scheduling assistance) as required.

· Assist with creating and scheduling public newsletter campaigns ensuring accuracy and timely delivery.

4. Onsite Marketing Presence

· Ensure signage, poster boards, and digital screens across all sites are regularly updated and accurately maintained.

· Liaise with contractors for design, production, and installation of materials as required.

5. Team Support

· Work collaboratively with colleagues across the marketing team to deliver campaigns and projects. 

· To account manage designated venues, departments and projects as specified by the Head of Marketing, Digital & Communications.
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General Accountabilities

To develop practices within the Trust that uphold and develop the principles of the Trust’s Equality in Employment Policy and the Equalities Policy in relation to staff and to service provision.
To be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety and safeguarding of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility.
The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required. All staff will occasionally be asked to work front-of-house across any of our sites.
All staff will have an individual work plan explaining how they are contributing to the delivery of our vision and business plan which will be updated annually. 
Every member of staff will work as one team looking after five sites and three gardens. They will:

· Be visitor focused and business-like.
· Be a great museum professional.
· Always be listening and learning.
· Be an ambassador for B&HM.
Your duties will be as set out in the above job description but please note that the Trust reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.
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PERSON SPECIFICATION

	Job Title:	
	Marketing & Filming Co-ordinator

	Reports to:	
	Marketing & Filming Manager

	Department:
	Enterprise & Visitor Experience





	

	ESSENTIAL CRITERIA

	Job Related Education and Qualifications and Knowledge
	· Strong understanding of the role of marketing in a museums, arts, heritage or tourism environment.
· Knowledge of particular issues related to working with the public and running services in historic buildings.
· Strong working knowledge of digital platforms, including e-newsletter production, social media management and WordPress.
· Thorough understanding gained through use of Marketing tools and techniques 


	Experience
	· Proven experience of working in a busy office /administrative environment 
· Experience in researching, creating, writing and producing creative engaging content. 
· Experience in editing and preparing visual content, including images and video, for use across social media, websites and other digital platforms.
· Experience of working with the press and media.
· Experience of coordinating filming and photography projects.
· Experience of using web and social media analytics to monitor performance and on-line campaigns


	Skills/Abilities






	· A results focused approach with the ability to prioritise initiatives based on impact to the business and the bottom line.
· Good project management skills with the ability to work on multiple projects simultaneously, while adhering to deadlines and established timeframes
· Ability to work under pressure, meet deadlines and have realistic appreciation of what can be achieved over the timescale, including overcoming key barriers and management of risks.
· Ability to promote a mutually supportive and collaborative team working style.
· Excellent communication skills with an ability to communicate with people on all levels both inside and outside the organisation.


	Equalities 
	· To uphold and carry out the duties of the post with due regard to RPMT’s Equalities and Equality in Employment Policies.


	Other Requirements
	· Commitment to understanding current Health and Safety legislation as it applies to the area of policy and practice as it applies in their area of work.
· Ability to manage and adhere to Health and Safety Policy, practices and instructions.
· Awareness of the need to identify and manage hazards in the area of responsibility and the ability to contribute to an assessment and management of the associated risks.
· Commitment to continuing professional development and a willingness to learn.
· Requirement to work evenings and weekends 
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