	Job Description
	Job Title: Brand & Digital Content Officer (Fixed Term Maternity cover)
	Reporting to: Venues and Produced Marketing Manager

	Name of Incumbent:
	Signed by Employee:

	Location: Kings Theatre Southsea (and occasionally Theatre Royal Portsmouth)
Hours: 40 hours per week
Hybrid 80% on site.
	Date signed:



Purpose
Portsmouth Theatres are made up of The Kings Theatre and Theatre Royal since the two theatres merged in 2025. The Brand and Digital Content Officer will cover work based at both venues. The two venues hold related but distinct identities. The postholder maintains that distinction in every asset produced, working within the Portsmouth Theatres brand guidelines.

The Brand & Digital Content Officer (Fixed Term) holds both brand design and digital content production, producing the visual and video materials that support productions, drive audience engagement and strengthen the presence of both theatres.

The role encompasses, artwork, organic socials, short-form video and venue content; promotional videos with the emphasis on editing and producing content rather than on studio-standard filming.

The postholder documents workflows, templates and file structures as they go, and delivers a clean handover at the end of the contract.

Reporting to the Venues & Produced Marketing Manager, and working closely with the Touring Campaigns Marketing Manager, the Campaigns Marketing Officers and the Communications Manager.


Responsibilities: 

Brand Design & Production
1. Amend, resize and adapt existing show and campaign artwork for new formats, media bookings, on-sale changes and cast or date alterations.
1. Adapt producer-supplied touring artwork to house formats, meeting the contractual brand obligations attached to each production.
1. Produce campaign artwork for one-night shows, amateur weeks and venue events from the established brand templates: press advertisements, posters, outdoor, social graphics and email headers.
1. Keep all digital screens and displays throughout the theatre venues on brand, current and scheduled against forthcoming productions.
1. Create ancillary and directional signage for bars, merchandise areas, accessibility information and venue policies.
1. Ensure proofreading and quality control for all printed materials is carried out, and supply print-ready files to external printers.
1. Apply the Portsmouth Theatres brand guidelines consistently, maintaining the separate identities of The Kings Theatre and The Theatre Royal, and be a brand ambassador for the business.
1. Brief and liaise with the external suppliers to produce artwork and promotional video content, supplying reference files, brand assets and feedback.


Digital Content & Social
1. Produce platform-specific social content, including reels, stories and short-form video, each carrying a clear call to action that drives click-through to the relevant venue website.
1. Edit and post-produce video: behind-the-scenes content, venue films, social cutdowns and re-versions of supplied footage, using Adobe Premiere Pro and After Effects.
1. Capture stills and video of rehearsals, venue activity, community and creative learning work, coordinating with production teams on access and permissions.
1. Produce venue and brand content that conveys the atmosphere, facilities, charitable status and community impact of the two theatres.
1. Turn round timely content in response to trends, cultural moments and show-specific opportunities, briefed by the Marketing Managers.
1. Supply press-ready stills to the Communications Manager.
1. Filming of full promotional videos for in-house shows is outsourced and is not expected of the postholder, though the capability may occasionally be called on by agreement.

Asset Management, Website & Handover
1. Maintain the shared asset library on SharePoint: file new artwork and footage to the existing structure, apply naming conventions, and record usage rights and expiry dates.
1. Upload and update show imagery and visual content on both venue websites via the content management system, to the Campaigns Marketing Officers’ briefs.
1. Document content workflows, templates, export settings and file structures throughout the term, and deliver a structured handover before the contract ends.

Shared responsibilities
1. Represent the theatre at events as required.
1. Maintain an interest in developments across the performing arts industry.
1. You are required to maintain an appropriate standard of confidentiality in regard to the venue and all associated businesses.
1. Undertake any other reasonable activity or responsibility as directed by line management.

This list of responsibilities is not exhaustive and the employee may be required to perform operational duties in addition to the above. This job description will be reviewed on a regular basis and will, in consultation with the post holder, be adjusted as necessary in line with the developing nature of the Kings Theatre’s and Theatre Royal’s activities.

Hours will include some evening and weekend working, the applicant must be flexible to their hours. 

	PERSONS SPECIFICATION

	Attainments
	Essential
	· Qualification in Graphic Design, Visual Communications, Marketing, Film or related creative field, or equivalent demonstrable experience.
· Demonstrable experience across both graphic design and video content production.
· A portfolio showing print and digital design work and edited video.
· Experience working to brand guidelines set by someone else.

	
	Desirable
	· Experience with theatre or live entertainment marketing.
· Experience with large format printing and signage production.
· Experience producing social content for an organisation rather than a personal account.

	Special Aptitudes
/ Knowledge
	Essential
	· Expert proficiency in Adobe Photoshop, InDesign, Premiere Pro and After Effects.
· Excellent typography skills.
· Strong understanding of platform-specific requirements for social video and graphics.
· Understanding of print production processes and specifications.
· Ability to work to fixed on-sale and print deadlines across several concurrent shows.
· Able to work independently with limited handover, and to document working methods for someone else to pick up.

	
	Desirable
	· Adobe Illustrator and Lightroom.
· Confident shooting stills and video in low-light and live performance conditions.
· Understanding of copyright, image and music usage rights.
· Experience with WordPress or a comparable content management system.
· Understanding of accessibility requirements in design and in social content.

	Interests
	Desirable
	· A passion for Theatre & the Arts.

	Disposition
	Essential
	· Excellent communication skills; both written and verbal.
· Ability to work across multiple projects and sites with flexibility and creativity.
· Strong attention to detail.
· Able to prioritise, and to say clearly what will not fit in the hours available.
· Friendly and outgoing.
· Capable of working under pressure.
· Ability to use own initiative.
· Collaborative.
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