
 

 

 
Job Pack 
 
Communications Coordinator, Lighthouse  
 
Contract: 12-month contract with potential to extend 
Salary: £17,000 - £22,000 pro rata, dependent on skills and experience 
Hours: Part time, 30 hours per week 
Deadline: 4pm, Monday 13 February 2017 
 
Background 
 
Lighthouse is a leading arts and digital culture agency supporting emerging practices 
and ideas in the arts, digital culture and creative industries. Based in Brighton, and 
working across the UK and Europe, our award-winning programmes give a platform for 
radical imagination and creative expression. 
 
We are seeking a Communications Coordinator who will drive our online profile, plan 
and deliver engaging marketing campaigns, and help us expand our reach as we launch 
a series of exciting new programmes.  
 
About the role 
 
The Communications Coordinator will work closely with the Communications & 
Development Manager to plan and deliver marketing for a vibrant programme of 
exhibitions and commissions, talent development and production schemes, and events 
and education projects.  
 
We are seeking a highly organised, creative and confident communicator who is 
passionate about audience engagement in the arts. The successful candidate will have 
exemplary copywriting and storytelling skills, good working knowledge of basic web 
technology, and the ideas and initiative to engage and excite communities online. This 
is a great opportunity to be part of an influential arts agency at a time of expansion. 
 
For job details see Schedule 1: Job Description, Communications Coordinator 
For organisation and programme details see Schedule 2: About Lighthouse 
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Schedule 1: Job Description: Communications Coordinator, Lighthouse  
  
Term:  12-month fixed term contract with potential to extend 
Salary:  £17,000 - £22,000 per annum pro rata, dependent on experience 
Holidays: 22 days pro rata per annum, plus public holidays 
Hours:  Part time, 30 hours per week 
Reports to: Communications & Development Manager 
Trial Period:             1 month 
Notice Period:          2 months 
Pension: Contributory pension scheme provided by The People's Pension 
 
Key Tasks and Responsibilities 
 
The Communications Coordinator is responsible for the planning and delivery of 
marketing, communications and development activities, carrying out the following key 
tasks. 
 
Communications and Marketing 
 

● Ensure the Lighthouse programme and brand is communicated effectively, 
delivering the Communications Strategy with, and reporting to, the 
Communications & Development Manager (CDM). 

● Develop a strong understanding of Lighthouse programmes, artists and partners, 
working with the CDM and Programme Producers to devise timely and creative 
project campaigns that will reach targets for audiences and ticket sales. 

● Manage the Communications & Marketing Planner, ensuring all project 
campaigns are timely and complement each other, and share internal and 
external news on time and on appropriate channels. 

● Produce accurate and engaging copy about our work and associated artists and 
activities, and create and source images and video that will engage audiences 
through strong storytelling and pertinent information.  

● Manage and maintain the Lighthouse website and manage all social media 
channels (Facebook, Twitter, Flickr, Instagram, Storify and YouTube), creating, 
updating and archiving pages for projects, news, blogs and image galleries. 

● Produce and distribute monthly newsletters and dedicated project bulletins, using 
Mailchimp, and create and maintain ticketing pages, using Eventbrite. 

● Coordinate flyers, programmes and interpretive signage, liaising with external 
designers and printers, and produce occasional in-house print using Adobe 
Illustrator, as required. 
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● Keep up to date with new developments in digital storytelling and marketing, 
researching trends and new tools and platforms relevant to Lighthouse. 

● Attend Lighthouse events, capture activity with informal photography, and report 
live on social media, as required. 

● Oversee formal documentation of Lighthouse’s programmes as required, 
supervising external contractors for photography, filming and audio, and manage 
and present the documentation online. 

● Support the CDM with press campaigns, sourcing assets, compiling press packs, 
creating communications and liaising with press, as required. 

 
Development 
 

● Support the CDM with audience development projects, carrying out audience 
research and communications, as required. 

● Manage systems for monitoring online and physical audiences, and for 
qualitative and quantitative feedback; produce and respond to reports in 
consultation with the CDM. 

● Support fundraising activities and philanthropy and sponsorship campaigns, 
researching prospects, producing sponsorship packs and coordinating 
fundraising events and initiatives. 

● Maintain Lighthouse’s press & marketing contacts database, checking accuracy 
and updating at regular intervals and identifying new contacts relevant to 
Lighthouse, as required. 

● Maintain Lighthouse’s internal user guides for marketing and communications 
activity, such as website and social media management; share updates 
internally. 

● Manage, maintain and grow subscribers to Lighthouse mailing lists and social 
media channels; monitor progress against targets in consultation with the CDM. 

 
General 
 

● Work closely and flexibly with the staff team to deliver the aims of the business 
plan and in accordance with company policy for Health, Safety, Access and 
Equality. 

● Provide excellent customer care and a professional, friendly and well-informed 
interface for Lighthouse clients, audiences, partners, funders and artists. 

● Perform any other duties as reasonably required by the Communications & 
Development Manager, Executive Director and Artistic Director. 
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Person Specification  
  
Essential 
  

● Minimum of one year’s experience of working on marketing and communications 
campaigns in a professional context. 

● Demonstrable experience of writing, editing and proofreading accurate, engaging 
and informative articles for the web. 

● Good understanding of, and enthusiasm for, Lighthouse’s artistic programme. 
● Good experience of managing a website through a CMS; good IT and desktop 

publishing skills with knowledge of basic HTML, Adobe Photoshop and Illustrator. 
● Experience of effective use of social media professionally, and understanding of 

various online platforms. 
● Experience of producing multi-media content including photography, video and 

audio. 
● Strong organisational and time management skills, and ability to prioritise 

workload and meet strict deadlines. 
● Strong eye for detail and design, and high standards of accuracy. 
● Excellent written and verbal communication skills. 
● Experience of administrating Eventbrite pages and generating e-newsletters and 

working to templates (e.g. Mailchimp). 
● Experience of using Basecamp and Google Drive. 
● Flexible approach and willingness to attend events in the evenings and at 

weekends, as required. 
  

Desirable 
  

● Minimum of two years’ experience of delivering marketing and communications 
strategies in a cultural organisation. 

● Experience of working on press and PR campaigns, including writing press 
releases and liaising with journalists. 

● Experience of graphic design, web design or web development. 
● Good understanding of SEO, Google Analytics and accessibility issues. 
● Experience of working on fundraising campaigns and/or activities to generate 

sponsorship, philanthropy or commercial income. 
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Place of Work 
  
The offices of Lighthouse, at 28 Kensington Street, Brighton, will be the primary place of 
work. Travelling across the region to attend meetings and events is also likely to be part 
of the job, on occasion. 
 
Equal Opportunities 
  
Lighthouse is an equal opportunities employer and we welcome applications from all 
members of the community. We support flexible working and we are willing to negotiate 
the hours of this contract for exceptional candidates. 
 
How to Apply  
  
Interested candidates should submit applications by completing and sending the 
following 2 documents: 
  
1. Job Application Form (download here) 
2. Diversity Monitoring Form (download here) 
  
Applications should be sent by email, no later than 4pm on 13 February, to Kizzie 
Furini, Operations Coordinator. Email: kizzie@lighthouse.org.uk 
 
Clearly mark the email: Application, Communications Coordinator, Lighthouse 
  
No late applications will be accepted.  
We regret we cannot give feedback on unsuccessful applications. 
  
Key Dates 
  
Position Advertised: 16 January 2017   
Application Deadline:  13 February 2017 (4pm) 
Interviews:  20 February 2017 
  
Enquiries 
  
Enquiries should be addressed by email to Aleida Strowger, Communications & 
Development Manager. Email: aleida@lighthouse.org.uk 
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Schedule 2: About Lighthouse  
 
Lighthouse is a leading arts and digital culture agency supporting emerging practices 
and ideas in the arts, digital culture and creative industries. Based in Brighton, and 
working across the UK and Europe, it operates as a cross-disciplinary platform for 
radical imagination, creative expression and collective action. 
 
We explore and embrace new developments in visual art, film, video games, music and 
internet culture at large. From new aesthetics, interfaces and platforms, to new 
networks, infrastructures and communities. 

 
Lighthouse is part of Arts Council England’s National Portfolio of Organisations (NPO), 
and has a strategic leadership role for digital arts for the South East region. 
 
Key Programmes 
  
Exhibitions and Commissions 
www.lighthouse.org.uk/programme 
Lighthouse commissions and presents award-winning contemporary artists, as well as 
rising stars in digital culture and moving image, such as Roger Hiorns, Holly Herndon, 
David Blandy, Hito Steyerl, Martha Rosler, James Bridle, Mariele Neudecker, 
Semiconductor, Iain Forsyth and Jane Pollard, and Trevor Paglen. We have 
commissioned new work for BBC, BFI and The Space, and presented exhibitions and 
interactive projects at numerous international festivals and institutions, in locations as 
diverse as Hong Kong, Barcelona, Warsaw, San Francisco, Amsterdam and Rotterdam. 

 
Events and Workshops 
www.lighthouse.org.uk/programme#filter=.events  
Lighthouse runs a dynamic programme of events that gather leading experts, artists and 
critical thinkers to explore new developments in art, digital culture, film and technology.  
Progress Bar   is a monthly, lively mix of talks, screenings and performance, featuring 
guests such as grime artist Elijah, writer and researcher Joseph Grima, graphic 
designer and researcher Simone C.Niquille, award-winning games studio The 
Chinese Room and acclaimed music producers Holly Herndon and Gazelle Twin.  
 
The Sound of Story  talks and workshops explore sound and music in storytelling with a 
stellar line-up of contributors, such as as BBC sound recordist Chris Watson, leading 
foley artist Sue Harding, and games sound designer Martin Stig Andersen. It takes 
place annually at CineCity (Brighton) and Rewire Festival (The Hague). 
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Guiding Lights 
www.lighthouse.org.uk/guiding-lights/about-guiding-lights-scheme 
Guiding Lights is the UK film industry’s leading mentoring programme. The programme 
supports upcoming filmmakers and professionals through high-level mentoring, 
complemented by a range of training and networking activities. During their time on the 
scheme, each mentee is matched with a leading film industry professional who provides 
advice and guidance over a nine-month period. Guiding Lights mentors have included 
Ben Wheatley, Danny Boyle, Barbara Broccoli, Sam Mendes, Joanna Hogg, Alex 
Garland and Abi Morgan.  
 
Lighthouse Studio 
www.lighthouse.org.uk/studio 
Lighthouse studio is our on-site incubator for creative residents working at the 
intersection of disciplines such as digital art, design, technology and the wider creative 
industries. In spring 2017 our Studio will welcome a maker from Shenzhen as part of 
British Council’s Hello Shenzhen  exchange programme. We will also present 
Reframed  a conference and incubator programme which will bring together storytellers, 
makers, content producers and creative pioneers from the worlds of film, gaming, 
design and technology.  
 
Last Dance 
www.lighthouse.org.uk/news/elijah-joins-lighthouse 
In 2017 Lighthouse will launch a major new strategic programme of talent development 
and culture change. Influential grime DJ and promoter Elijah will join Lighthouse as 
Associate Artistic Director from January 2017 until May 2018, to curate and produce 
Last Dance, a new nationwide programme that examines the artistic and social 
importance of club culture. Through a series of critical club nights in cities across the 
UK, Elijah will lead a timely debate around the rapidly changing landscape for artists 
and creative communities. The project will culminate in a vibrant showcase event as 
part of Brighton Festival 2018. 
 
Education  
www.lighthouse.org.uk/programme/#filter=.education 
A key part of our work is education and professional development and empowering the 
digital artists and critical engineers of tomorrow. In recent years we have worked with 
two Academy schools in the Brighton area on a long-form project with young people 
called Art at Work , which explores the creative thinking which is so critical to working 
effectively with technology. Lighthouse also runs a Masters degree – the MA in Digital 
Media Arts  – in partnership with University of Brighton.  
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Lighthouse Venue 
www.lighthouse.org.uk/venue/hire 
Our venue is a former printworks, located in the heart of Brighton’s North Laine, the 
city’s vibrant cultural quarter. It houses some of our exhibitions and events, as well as 
eight tenant companies, all of whom work within the arts and creative industries.  
 
Governance   
Lighthouse is a registered charity and a company limited by guarantee. It is guided by a 
Board of Trustee Directors, a voluntary body that has legal responsibility for the overall 
governance and management of Lighthouse. The Chair of the Board is Antony Mayfield 
(CEO, Brilliant Noise). The other Trustees are: Antonia Blocker, Antony Gostyn, Helen 
Kennedy, Ken Smith, Matt Adams, Rifa Thorpe-Tracey, Sarah McKenzie and Tony 
Pilgrim.  

  
Lighthouse staff: 

Position Post Holder 

Executive Director Miriam Randall 

Artistic Director Juha van ‘t Zelfde 

Senior Producer Emily Kyriakides 

General Manager Emma Wickham 

Creative Producer (part time) Andrew Sleigh 

Development Producer (part time) Sian Habell-Aili 

Communications & Development Manager (part time) Aleida Strowger 

Operations Coordinator Kizzie Furini 

  
Freelance contract staff: 

Technical Consultant Phil Richards 

Project Manager, Guiding Lights Alex Thiele 

Project Administrator  David Richards 
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