
Marketing & Digital Coordinator, The Poetry Society, London

Reports to: Marketing & Communications Manager

Location: based primarily in our office in Covent Garden, London

Hours: 4 days per week (28 hours). Normal office hours are Monday - Friday 10am - 6pm.
Some evening or weekend work may be required with time off in lieu.
Note: The post outlined is for a 4-day p/w role, but we are happy to discuss the possibility of
an expanded 5-day per week full time post (35 hours) incorporating some further duties, for
the right candidate.

Salary: £24,480 pro rata (£19,584 per year for a 4-day week)

Duration: initial fixed term contract for 18 months

Other benefits: The Poetry Society offers an employer contribution of 7% of gross salary into
the National Employment Savings Trust (NEST) Pension Scheme, for those who elect to be
part of it.

Holiday entitlement: (entitlement for a 4-day week) 16 days a year rising to 18.5 days after 1
year and 20 days after 2 years

Probationary period: 4 months

The Poetry Society, one of the leading literature organisations in the UK, is seeking an
energetic, social media loving, Marketing & Digital Coordinator. The perfect candidate will
love using their skills to help us promote the charity and its many activities, projects,
publications, competitions and events and to champion the poets we work with.

This is an exciting opportunity for someone with a passion for connecting with audiences, to
play a pivotal role at a vibrant and exciting arts charity. The Poetry Society has one of the
largest digital reaches in the UK arts sector and you will play a key role amplifying the voice
of The Poetry Society through the organisation's website, social media channels and our
digital communication and content platforms. You will work with writers and artists to promote
their work and achievements and help connect audiences to available opportunities.

We occupy an energising space at the heart of contemporary poetry, with our projects
showcasing work from a wide variety of writers; from major international names to the latest
emerging talents. You will build awareness of The Poetry Society's acclaimed programme of
activities for young people and adults including our influential publications The Poetry
Review and Poetry News, and encourage participation in our worldwide membership
network, promoting innovative schemes and events such as the Canal Laureate and About
Us. You’ll enjoy opportunities to discover new digital tools and develop your skills with new
technology and be responsible for gathering and analysing feedback from our many
audiences. This busy and fun role also includes working on the administration and promotion



of one of the most prestigious poetry competitions in the world, the National Poetry
Competition, a flagship talent development programme run by The Poetry Society since
1978.

Well organised, with a passion for communication, and a love of all things digital, you will
play an active role that touches on all aspects of the organisation's work, ensuring that The
Poetry Society fulfils its mission to reach audiences with the transformative power of poetry,
while continuing to reflect The Poetry Society’s commitment to innovation, diversity, and
quality.

We particularly welcome applications from candidates from Black and minoritised ethnic
backgrounds who are underrepresented within the arts. All applications are welcome,
regardless of sex, race, disability, sexual orientation, religion or belief, age, martial status or
civil partnership, pregnancy, maternity or gender reassignment.

How to apply
Applications should include:
A covering letter (max 2 sides) that summarises your interest in this post. Please provide
evidence of your ability to match the required knowledge, skills and experience, criteria
outlined in the job description.
A comprehensive CV giving details of relevant achievements
A completed Equal Opportunities Monitoring Form
Details of your notice period (if applicable)

Please email your application to Susannah Gorgeous, Head of Operations,
sgorgeous@poetrysociety.org.uk

Deadline for applications Tuesday 19 April 2022
Interviews will take place week commencing 25 April 2022

About The Poetry Society
The Poetry Society is the UK’s leading organisation for poetry. With innovative education,
commissioning and publishing programmes, and a packed calendar of performances,
competitions, and digital projects, The Poetry Society champions poetry for all ages. We
were founded in 1909 to promote a 'more general recognition and appreciation of poetry',
and we have grown into a dynamic arts organisation, representing poets and poetry both
nationally and internationally. We have a thriving worldwide membership and run major talent
development schemes such as the National Poetry Competition and Foyle Young Poets of
the Year Award. Our influential quarterly magazine The Poetry Review, is one of the most
widely-read publications for new poetry in the world.
The Poetry Society is an Arts Council England National Portfolio Organisation and a
registered charity.



Job Description
Marketing & Digital Coordinator

Post Objective
To help promote the charity and its many activities, projects, publications, competitions and
events, as well as to champion the poets we work with.
To creatively and innovatively help maximise audience reach and engagement through our
websites, social media channels and digital content platforms.
To help run the National Poetry Competition, one of the most prestigious poetry competitions
worldwide

Reporting to
Marketing & Communications Manager

Principal Duties
(Under the supervision of the Marketing & Communications Manager)

Marketing & Digital

Assist with the development and co-ordination of marketing campaigns and to promote all
aspects of The Poetry Society and its programmes to a wide range of audiences.
Help to build and maintain a profile of the organisation across our website, digital content
platforms and social media channels.
Assist in the development of digital content such as video readings, podcasts and
e-publications.
Help to develop innovative marketing approaches including research into new channels and
platforms, including digital.
Attend groups promoting and sharing best practice with partner organisations.
Collect and analyse project data, contributing to reports for the board and for Arts Council
England to monitor the effectiveness of marketing campaigns and the reach of projects.
Help the organisation meet its revenue targets, eg through advertising and membership and
subscription promotions.
Promote events, both ticketed and invited, in-person and digital. Establish and run box
office/event sales where applicable, set up guest lists, assist with tech requirements for
events, conduct post-event surveys.
Assist with press and media campaigns. Maintain and update lists of media coverage.
Support ongoing social media strategy and policy, helping to grow vibrant poetry
communities.
Assist with writing news pieces and web copy. Help keep webpages up to date, and build
traffic through SEO. Help troubleshoot and find solutions to issues with digital platforms
when they arise. Use digital analytic tools, e.g. Google Analytics.
Work closely with the organisation’s database, maintaining and updating contacts.
Play a key role in answering enquiries received by post, phone and email.



The National Poetry Competition

Administer and promote The Poetry Society’s National Poetry Competition, including:
processing entries, responding to queries, collating and processing competition fees and
liaising with judges.
Assist with producing, uploading and promoting National Poetry Competition related content
e.g. podcasts, writing resources and digital readings
Help to organise award celebrations and other National Poetry Competition events.
Help evaluate the National Poetry Competition, including regular reports on progress.

Additional Notes

The duties and responsibilities in this job description are not restrictive and the post-holder
may be required to undertake other duties as may reasonably be required to deliver the
Society’s objectives.

Essential knowledge, skills, experience
● Experience of increasing profile through social media, digital communication and
content platforms
● Strong data, analysis and reporting skills.
● Experience of creating and amending webpages using a content management
system (such as Wordpress).
● A good level of IT skills, including Microsoft Office.
● Excellent organisational and time management skills.
● Excellent written and oral communication skills
● Demonstrable knowledge of, and passion for, the arts.
● A minimum of 1 years’ experience working in a similar marketing role.

Desirable knowledge, skills and experience
● Experience of project coordination and/or running marketing or promotional
campaigns.
● Experience of developing and editing video and audio content for digital content
platforms
● Experience of using a desktop publishing program (such as Adobe Creative Suite).
● Experience working with a charity or arts organisation.
● Knowledge of and enthusiasm for poetry.
● Experience of media campaigns.

Person specification:
● Able to work collaboratively within a team.
● Good at communicating and building partnerships.
● Able to work energetically, and flexibly, with the proven tenacity to meet targets.
● Well organised and reliable, and good at keeping to schedules.
● Enthusiasm for events and readiness to work at evenings and weekends on specific
occasions.
● A keen eye for detail.
● Highly motivated and able to work with multiple deadlines in a busy team.
● Has the right to work in the UK.



Other information

We particularly welcome applications from candidates from Black and minoritised ethnic
backgrounds who are under-represented within the arts. All applicants are welcome
regardless of sex, race, disability, sexual orientation, religion or belief, age, marital status or
civil partnership, pregnancy/maternity or gender reassignment.

Location: The Poetry Society offices are located at 22 Betterton St, Covent Garden, London
WC2H 9BX. Occasional work during evenings or at weekends. Some flexible home-working
possible.

Probationary period: 4 months

References: Any job offer is made conditional to two satisfactory references.

How to apply

Applications should include:
A covering letter (max 2 sides) that summarises your interest in this post. IMPORTANT:
please provide evidence of your ability to match the required knowledge, skills and
experience criteria outlined above.
A comprehensive CV giving details of relevant achievements.
A completed Equal Opportunities Monitoring Form
Please also indicate the best way to contact you during the day. All communication will be
made discreetly.
Please email your application to sgorgeous@poetrysociety.org.uk with ‘Marketing & Digital
Coordinator’ as the title to your email. Your CV and covering letter should be two separate
Word documents, named respectively '[First name Last name] CV' and '[First name Last
name] Marketing & Digital Coordinator application'. Covering letters should be addressed to
Poetry Society Director, Judith Palmer.

If you have any queries about the role please email sgorgeous@poetrysociety.org.uk
Deadline for applications: 5pm, Tuesday 19 April 2022
Interviews are scheduled to take place at the Poetry Society week commencing 25 April
2022 and second interview week commencing 2 May 2022 TBC online or in-person.


