
 

Publications and Communications Officer 
Job description  

Job area: Marketing and Recruitment Department 

Hours of work: Full time (40 hrs) Contract type: 6 months 

Work pattern: Mon - Fri Salary: £13,000 (£26,000 per 

annum) 

 

Job purpose 
The Publications and Communications Officer role is offered on a six-month, fixed-term basis within our 

newly-formed Marketing and Recruitment Department at Bristol Old Vic Theatre School.  

The post-holder will be responsible for the production of a range of print and digital publications and 

associated campaigns which promote the School’s degree programmes and public productions. Key 

projects will include working on the School’s prospectus and developing the online course finder, as well as 

planning and writing email campaigns designed to engage prospective students, offer holders and alumni.  

We are looking for someone with excellent communication and copywriting skills and experience of 

publication management. The successful candidate will be pivotal in helping the School meet its 

recruitment targets in an increasingly competitive environment. Candidates should be educated to degree 

level and ideally have experience of working in higher education or within an arts marketing context.  

Statement of responsibilities 

Publications and project management 

 

 Review, edit and re-write, where required, the School’s online course profiles, ensuring that they 

are fit for purpose, adopt a consistent house style and are compliant with CMA legislation; 

 Liaise with academic teaching staff and professional services staff to collect relevant information 

required for the effective marketing of the School’s programmes and student experience; 

 Working with guidance from the Marketing and Recruitment Manager, develop appropriate 

content and oversee the completion of the course prospectus;  

 Ensure that any approved changes to the School’s programmes (including new and discontinued 

courses), are appropriately reflected in the portfolio of digital and print marketing materials 

including the School website, subject leaflets, banner stands etc.;  

 Develop a series of compelling course-focused and keep warm email communications for 

prospective students and applicants, highlighting the School’s key selling points; 

 Oversee the production of key print materials designed to showcase the School’s graduating 

students to industry professionals.  

 

Planning and Evaluation 

 

 Compile relevant information to analyse and evaluate the impact of web, print and digital 

marketing campaigns;  

 In liaison with teaching staff and current students, plan and oversee the production of a series of 

digital and video communications to recruit students, raise awareness of careers in theatre, and 

foster alumni relations. 

 



Administration 

 

 Collate on-sale information, copy and images for the production of season brochures, banners, 

posters and flyers to advertise the School’s public productions; 

 Provide administrative support within the Marketing and Recruitment department. For example, 

this may include dealing with general marketing or student recruitment enquiries received via 

shared inboxes once or twice a week; dealing with telephone enquiries; liaising with external 

theatre venue marketing contacts; or any other reasonable shared departmental duties. 

 

2.3 Relationships 

Line manager:   Marketing and Recruitment Manager 

Line manager to:  N/A 

 
2.4 Organisational chart  

 

 
 

 Essential Desirable 

Qualifications  A first degree or equivalent 
experience. 

 A postgraduate or professional 
qualification in a relevant area. 

Relevant skills, experience and 
knowledge 

 Experience of working in a 
similar role within the HE 
sector or arts marketing. 

 Experience of print publication 
management, including 
working with graphic 
designers, copy editing, proof 
reading and handling print.  

 A demonstrable ability to 
write engaging and effective 
copy for a range of audiences 
and media.  

 A working knowledge of the 
UK student recruitment 
landscape.  

 Experience of using Adobe 
Creative Suite (InDesign, 
Illustrator, Photoshop) to 
create print-ready graphics or 
simple publications. 

 Knowledge of legislation 
relating to marketing including 
ASA, GDPR and CMA 
requirements, and the 
implications of non-
compliance by the School.  
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 Experience of writing for the 
web and adapting copy to a 
house style.  

 Experience of CRM and email 
marketing platforms to 
create and deliver 
communications campaigns. 

 Some experience of working 
with web authoring 
software, HTML and graphics 
optimisation. 

 An understanding of web 
accessibility requirements. 

Communication and 
interpersonal skills 

 Strong interpersonal skills 
including the ability to build 
relationships. 

 Flexibility and initiative – the 
ability to adapt to changing 
priorities and timescales. 

 A commitment to delivering 
service excellence with an 
exceptional attention to 
detail.  

 Experience of press and media 
communications. 

Additional criteria  A willingness to occasionally 
work outside of core working 
hours to attend School events 
(e.g. open days, graduation, 
School productions etc.) 

 Due to the cyclical nature of 
working in education, leave 
requests will be managed 
around business 
requirements, especially 
during busy periods. 

 A full UK diving licence.  

 

 


