
	

Marketing and Development Manager  
Job Description 
 
The Marketing and Development Manager is responsible for developing, managing and delivering our 
communications, telling the story of our work online, in print and in person. This role is to raise our profile as well 
as increasing fundraised revenue to help diversify our income and make the charity more resilient. 

 

Salary:   £20,000 - £23,000 per annum depending on experience 

Hours:   Full time (flexible) 

Status of post:  Permanent 

Reports to:  Chief Executive and Trustees    

Location: Central Bedford 

 

 

About Bedford Creative Arts (BCA) 
 
BCA is a small contemporary arts organisation and charity at an exciting time of growth. It has existed for 32 years 
and is an Arts Council England National Portfolio Organisation.  

BCA’s mission is to create transformative experiences and new possibilities through high quality contemporary art 
for everyday people, centred on the values of full engagement, inclusion and inspiration - based on the premise that 
art is an essential part of everyday life. 

We believe great art can enhance and transform people's lives and aim to innovate - produce original, imaginative, 
extraordinary, adventurous and often provocative art works and encounters in every day and unconventional places. 
We sensitively embed these in a local context across Bedfordshire and beyond, working in particular with diverse 
communities, specialising in building new participants and audiences where there is often a history of low cultural 
engagement; instilling a cohesive sense of place. We encourage personalisation and sharing in different ways, 
recognising people want to experience art rather than just learn about it and fully express their identity and creative 
aspirations - we embrace digital technologies to do this. 

We are fleet of foot and work peripatetically, explore genuine artistic collaborations and new ways of awakening 
and developing talent and fostering wellbeing with an array of new and long-standing stakeholders and partners: 
arts and non-arts agencies and charities; local authorities; funders; education and youth organisations; associate 
curators and producers; and regional, national and international artists, expert in deep socially engaged practice. 

 

 

 

 

 



	

Our artistic programme continues to evolve: 

• Major new strategic social commissions – We support and commission artists to develop new work with 
people in response to context and places. Art made in public and community spaces by artists and 
musicians who actively encourage participation in their work. 

• Established repeatable annual core work such as Bedford Music in Detention and our involvement in local 
events and festivals.   

• We establish new opportunities for young people to participate in cultural activities and champion and 
promote the broad cultural and creative sector to schools through The Culture Challenge and our lead of 
the Bedford Local Cultural Education Programme. 

• We have developed substantial talent development initiatives through: 

o Creative Bedfordshire (supporting the wider creative industries in Bedfordshire through regular 
networking and professional development events) 

o Our Contemporary Artists Bedfordshire setup, which aims to support and grow creative talent 
through supporting artists, curators and producers. 

o Our i-Create studios where we are based at 104 Midland Road. Managing a small complex of seven 
artist studios, providing support and development opportunities for these artists. 

 

BCA Structure  

 
 

Board of 
Trustees

Chief 
Executive

Finance 
Manager

Office 
Administrator

Curator 
Producer

Assistant 
Producer

Youth 
Participation

Producer

Assistant 
Producer

Marketing & 
Development 

Manager

Bedford 
Music in 

Detention 
Producer

Freelance 
Producer for 

Creative 
Bedfordshire



	

Role and Responsibilities 
 

• Write, lead and implement the marketing and communications strategy aligning it to the goals and 
ambitions of the business plan 

• Develop and champion the brand, ensuring commitment to and the consistency of our message across all 
our touch points 

• Manage and deliver all online and offline marketing including managing production of BCA’s yearly 
programme review booklet and monthly e-bulletin 

• Produce press releases and build relationships with local and national press 

• Implement and be an advocate for the digital evaluation system 

• Ensure accurate records are kept and all reporting requirements for funders are met  

• Make sure our digital strategy is fully integrated across all marketing and communications activity 

• Manage the BCA website liaising with our producers and working closely with our website provider 

• Ensure our social media strategy is dynamic, targeted and drives traffic 

• Assist the CEO to develop, manage and execute the fundraising strategy 

• Develop and manage relationships with existing and new funders and stakeholders with the CEO and our 
producers 

• Help research and write bids for trusts and foundations with the CEO and producers, to ensure appropriate 
applications to grant making bodies and companies are submitted and assist in subsequent reporting and 
relationships with funding partners  

• Assist in developing and cultivating donors 

• Ensure that we have compelling fundraising materials and exploit all marketing and social media 
opportunities to support all fundraising campaigns 

• Ensure effective systems underpin our marketing and development efforts 

• Keep up to date with funding and marketing news and developments and with necessary procedures and 
best practice 

• Make sure our databases are up to date, accurate and growing 

• Report at Board meetings when necessary  

 

 

 

 

 



	

Working Hours, Benefits and Holiday Arrangements 
 
This is a full-time position: 37 hours per week. We are a flexible employer and strive to ensure we have the ICT and 
office culture to support that. 

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. 

The holiday year is from 1st April to 31st March annually. Your full time annual entitlement is 28 working days with 
pay each year. This includes holiday calculation in respect of the eight UK Public Holidays. 

 

 

How to Apply 
 

Apply with your completed application form and equal opportunities monitoring form along with a cover letter and 
up-to-date Curriculum Vitae (to include the contact details of two referees) to: info@bedfordcreativearts.org.uk 

Short listing for interview will be based on the Person Specification 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. 

 

Closing date for applications: 12 noon Tuesday 9 May 2017 

Interview date: Tuesday 16 May 2017 

 

If you would like an informal chat about the role, please call Alan Dodd or Annie Bacon on 01234 818670 

 


