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About DanceEast

DanceEast (registered charity number 01066825) was established as Suffolk Dance
in 1983; we have over 40 years’ experience in bringing the best artists,
performances, and participatory dance to East Anglia.

Today, we are guided by our vision of a world where everyone can benefit from
the vital and life-enhancing power of dance. Our mission is to create new and
exciting ways for people to move or be moved, through experiencing dance at its
very best. We promote dance as an avenue for self-expression, discovery, and
fulfilment, to enhance health and wellbeing, and to unite people and communities.

Our home, the state-of-the-art Jerwood DanceHouse, is located on the Ipswich
waterfront. As one of only five DanceHouses in the UK, it is a beacon of excellence
and a linchpin in the Country’s cultural infrastructure. From this base, we deliver
high-quality, accessible dance activities across three priority programme areas:

. Contributing to a thriving UK dance sector: investing in new work, growing
audiences for dance.

. Supporting the health and happiness of our communities, including through
targeted creative health projects.

. Providing opportunities for children and young people from all backgrounds
to experience the positive benefits of dance, in and out of school hours.

We work through over 100 partnerships to deliver our programme and record up to
60,000 attendances annually. Our impact is felt locally, regionally, and nationally:
we give more people the chance to experience the highest quality dance, for the
greatest benefit of all.

Participants say:

. “Dance is everything to me. Dance is expression, recovery, it's kind of [a]
beautiful art form.” — Centre for Advanced Training student

. “We are a low-income family, and the child attending is disabled.. This is
vital for our family, and we are very grateful.” — Parent of Bursary recipient

. “When | was diagnosed with Parkinson’s.. | couldn’t live independently... It
was the Dance for Parkinson’s class, which allowed me to become an
independent person again.” — Dance for Parkinson’s participant

. “This role has quite literally changed my life. It’s broadened my view of what
the arts can be and what they can do. I've found a family here, a team
deeply committed to sharing beautiful, meaningful experiences with the
people of Ipswich and beyond.” — Audience Ambassador

. “.. people with dementia and their carers are isolated .. coming out,
socialising and exercising in a fun way may be the only time they do
anything for their physical and mental health.” — Wendy Chard, Head of
Services, Trimley and Felixstowe, on the Care to Dance programme

Further information about DanceEast can be found at www.danceeast.co.uk
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http://www.danceeast.co.uk/

IN 2024-25

We reached beyond the Jerwood DanceHouse into Suffolk,
Essex, Cambridgeshire and Norfolk. We involved more people
with life-changing dance, recording:

64%

took part,

36%
watched
performances

57%
0 were children
< and young
0 O people
éﬁ

PEOPLE

WE DELIVERED PROGRAMMED HOSTED
TAKE PART SESSIONS THEATRE ARTISTS AT THE
PERFORMANCES DANCEHOUSE!

HELPING MORE PEOPLE MOVE AND BE MOVED, IN IPSWICH AND BEYOND
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Marketing & Communications Coordinator
Job Description August 2026

Purpose of the Post

To provide support to the Marketing and Communications team by promoting
DanceEast’'s work, encompassing the artistic, class and workshop programme,
community engagement, and the Centre for Advanced Training (CAT). Through this, to
actively build engagement with DancekEast, leading to people booking tickets, attending
classes or events. Beyond promotion, build the profile and awareness of DancekEast,
including the impact of its work with children, young people, communities and artists, in
Ipswich and beyond.

Key Relationships

Reporting directly to the Communications & Marketing Manager, the postholder will
licise with the Head of Communications & Development and the wider
Communications & Development team, and work will work with the Creative and

Sales and Venue teams.

Principle Responsibilities

Areas of work

Digital audience engagement

Dance performances in Ipswich and at festivals

Classes, courses, and workshops

Community projects and health and wellbeing initiatives
Centre for Advanced Training (CAT) recruitment and activities
Fundraising campaigns and programmes

General profile-raising and positioning of DanceEast.

Marketing and Communications

Develop and maintain a monthly communications campaign plan across digital
channels

Generate copy and content for digital channels; take photographs and create
short-form video content

Develop and schedule social media posts (Instagram, Facebook and Linkedin) and
meta adverts

Develop, schedule, and monitor targeted e-marketing emails and monthly e-
newsletters

Manage updates to the DanceEast website, sourcing, creating, proofing and editing
content, writing blogposts, and monitoring via Google Analytics

Keep up-to-date with trends in digital and arts marketing and new digital tools
Collate data on DanceEast's digital marketing; work with the Communications and
Marketing Manager to inform planning and contribute to reporting
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Liaise with visiting companies to ensure assets and content are received, acting as
a key Dancekast point of contact where required

Support the development of two brochures annually

Create physical marketing materials, including flyers, leaflets, programmes, posters
and external advertising - maintaining quality of both design and copy whilst
adhering to the DanceEast Brand Guidelines

Assist the Communications and Marketing Manager with the proofing of printed
marketing materials, where these have been created externally

Liaise with designers and printers on the design, production and print of printed
materials, if required

Ensure that print sites in the DanceHouse and flat screens are up to date

Ensure the outward facing aspects of the organisation's work (e.g. photographs,
social mediq, etc.) reflect the organisation's commitment to diversity and inclusion
Draft general press releases when required and maintain a press distribution list
Respond to press enquiries and requests for images from third parties

Provide support for press, photocalls, interviews and filming opportunities

Support the Sales and Admin team to collate positive comments and press and
media coverage

Represent DanceEast at both external and internal events where required and act
as an advocate for the organisation’s work

Respond to marketing and communications-related enquiries.

General

Assist at the DanceEast Box Office one-half day per week, selling tickets over the
counter and on the telephone and being the first point of contact in the building for
enquiries and visitors

Provide administrative support to the marketing and comms team, including
answering phone and email enquiries in a timely and efficient manner

Attend and contribute to team and staff meetings, and an annual away day

Carry out duties and responsibilities regarding DanceEast's Equalities,
Environmental, Access, Health & Safety and other policies

Attend evening performances and weekend events to collect content to be used in
marketing and communications, as required.

At DanceEast we are committed to creating a diverse, inclusive
workforce that is reflective and representative
of the diversity of our communities.

We recognise that difference is a strength, and our working
environment is one where every individual’s unique
contribution is valued and respected.
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Person Specification

Attributes

Excellent attention to detail and understanding of the need for quality and accuracy
in all communications

Excellent verbal and written communication skills

Proven team player

Creative thinker and problem solver

Reliable, responsible and conscientious

Highly enthusiastic and motivated and keen to learn new skills

Able to work on own initiative and meet deadlines

A demonstrable commitment to diversity and best practice in promoting equality
of opportunity

Willingness to work evenings and weekends as required to support DanceEast's
artistic and participatory programmes

Knowledge of and interest in the performing arts.

Qualifications and Experience

Essential

Excellent administrative and organisational skills

Excellent time management skills with proven ability to multi-task and prioritise
workloads

Good level of computer literacy, with proficiency in MS Excel and Word

Excellent proof-reading ability

Demonstrable design skills and ability to deliver high-quality design and content
Articulate and literate with proven written and verbal interpersonal and
communication skills

Good customer service skills.

Desirable

Previous experience of using and delivering social media and digital content
successfully in a work environment

Educated to A Level or above, preferably in arts-based subject; or equivalent
Experience of using box office or CRM systems

Previous work experience in marketing in an arts, cultural or creative sector
organisation

Basic knowledge of Adobe lllustrator and/or Photoshop

CMS and website experience, preferably WordPress

Knowledge of using Canva and Dotdigital

Knowledge of video creation using Adobe Premier Pro, or similar

Experience of using google analytics or other similar digital marketing analysis tools
Experience of working for a publicly funded body

Networking skills and demonstrable experience of building relationships with a
variety of stakeholders

Current clean driving license.
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Terms & Conditions

Salary:

Responsible to:

Hours of Work:

Working Hours:

Place of Work:

Holiday Entitlement:

Probation period:

Notice Period:

Right to Work:

References:

Pension Scheme:

Additional Benefits:

Further Information:

£25,500 per annum.

Communications & Marketing Manager

37% hours per week, normally worked over five days; including
some evening and weekend work, as required.

The standard working week is Monday to Friday, 9am to 5.30pm,
with one hour for lunch. The organisation welcomes flexible
working with daily starting times of up to 10.00am and finish times
from 4.00pm. You should agree your exact working pattern with
your line manager.

Jerwood DanceHouse, Ipswich, IP4 IDW. By the very nature of the
role and organisation, office working will be the default position, but
some flexibility may be available.

20 days paid holiday per year pro-rata, increasing to 25 days per
year after two years of continuous employment; plus statutory UK
bank holidays, pro-rata.

Three months.

One week during probation period, rising to two months after
successful completion of probation period.

The successful applicant will be required to provide
documentation under the Immigration, Asylum and Nationality
Act 2006.

Offers of employment are subject to the receipt of references that
are satisfactory to Dancekast.

Should you meet the required criteria, as laid down by legislation,
you will automatically be enrolled into a qualifying workplace
pension scheme in which both yourself and DanceEast will make
monthly contributions. The employer’s contribution is 4% of your
salary and the employee’s contribution is no less than 4% of your
salary. You have the option to opt out of the scheme if you wish to.

Complimentary tickets for DanceEkast productions and classes
(subject to availability); Flexible and adaptive learning and
development opportunities; Cycle to Work scheme; and Staff
discount at the DanceHouse café.

This job description is a guide to the nature of the work required of
this position. It is neither wholly comprehensive nor restrictive and
will be reviewed with the postholder annually or at significant
points for the organisation.
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Board of Trustees

Chief Executive &

Creative Director
[ (1x FTE) I
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Organisational Structure

Head of Operations Senior
Head of & Resources Leadership
Communications (1x FTE) Interim Head of Team
& Development Creative Programmes
(0.9 FTE) {1x FTE)
Interim Centre for Producer
C 1t Trusts & Foundati Sal d C | Int P
oq__._._m:_nm fons rusts oundations ales and Lommercia Technical Manager Tutors & Advanced Training (Creative Health and nerim Frogramme Tutors &
& Marketing Manager Manager Manager (Lx FTE) Musicians [ Manager Communities) Manager Musicians
(0.8 x FTE) (0.6 x FTE) (1.0x FTE) 8 (1% FTE)
(1x FTE) (0.8 x FTE)
1
1 1
Marketing and Catering Supervisor 2 x Sales and Venue Technician
. Development 5 — (1 x FTE)
Communications Coordinator {1 x FTE) upervisor Centre for Advanced 2 x Programme
Coordinator (0.6 x FTE) (1.4 xFTE) Training Officer Coordinators
{1 x FTE) 1 l {1 x FTE) (2 X FTE)
3 x Catering Assistants
(16 x FTE) 5/6 x Sales and |__1 Casual Technical Staff
Admin Assistants
(2.75 x FTE)
2 x Caretakers
— (1.3 % FTE)
Finance &
Administration Officer |
(0.75 % FTE)
Finance
Assistant
Employed by Tradin;
A i g (0.27 x FTE
August 2026




Making an application

Applications should be made on the enclosed Application Form.

Candidates should provide detailed information in their application which clearly
demonstrates how they meet each of the essential criteria listed in the Person
Specification. The shortlisting panel will assess applications solely on the information
supplied, so it is essential that your responses correspond to this criteria.

DanceEast recognise the value of having a diverse workforce and is actively seeking to
broaden the range of people represented in our workforce. We therefore welcome
applications from candidates from a wide range of ages, backgrounds and lifestyles and
make all reasonable adjustments to enable applicants to participate in the selection
process, and for the successful applicant to carry out their role.

For an informal conversation about the role contact HR@danceeast.co.uk. If you have
any access needs, and/or feel you would benefit from any reasonable adjustments to
allow you to fully participate in the application and selection process, please get in touch
with HR@danceeast.co.uk.

DanceEast is an Equal Opportunities Employer and has a Diversity & Equality Plan aimed
at improving the diversity of its workforce. To ensure the effectiveness of the policy and
to assist in its development, DanceEast monitors all applications for employment. You
are therefore asked to complete the Equal Opportunities Monitoring Form, which will be
treated as confidential and used for statistical purposes only. The form will be separated
from your application and remain anonymous before your application is reviewed by the
selection panel.

The Application Form and Equal Opportunities Monitoring Form should ideally be
completed electronically and emailed to HR@danceeast.co.uk; or sent by post to Bill
Armitage, Head of Operations & Resources, Jerwood DanceHouse, Foundry Lane, Ipswich
IP4 1DW, marked “Private and Confidential”. Please note that CV's will only be considered
when attached to a fully completed Application Form.

Completed applications must arrive at DanceEast by 10.00am on Tuesday 15%
September. Successful candidates will be invited to an interview at the Jerwood
DanceHouse on Tuesday 22" September, and candidates should be available on this
date.

e
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