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Recruitment Pack 
 

Communications Coordinator, Lighthouse 
 
Contract: 12-month employment contract, with potential to renew  
Salary: £17,000 - £22,000 per annum, dependent on experience 
Hours: Full time (37.5 hours per week) 
Deadline for Applications: 4 February 2015 (16:00) 
 
Summary 
 
Lighthouse is seeking an exceptional communicator with a passion for building audiences to 
champion our award-winning programmes of contemporary culture.  The Communications 
Coordinator will play a pivotal role in extending the reach of Lighthouse, managing our online 
profile and delivering marketing and outreach campaigns to connect bigger and more diverse 
communities with our work.  This is an exciting opportunity to develop and expand the reach of 
an innovative and influential arts organisation with an international profile. 
 

About Us 
 
Lighthouse is a contemporary culture organisation based in the centre of Brighton, one of the 
UK’s most creative cities. We have an established history of working with exceptional artists and 
filmmakers and a rich network of collaborators and audiences. 
 
Occupying an important position at the intersection of the arts, technology and creative industry 
sectors, Lighthouse supports, commissions and exhibits work by artists, filmmakers, musicians, 
coders, designers and researchers who are passionate about the role arts and technology play in 
enriching our lives. We hold exhibitions, screenings, workshops and events both in-house, and 
with national and international partners.  
 
Lighthouse also runs the UK’s leading film-mentoring programme, Guiding Lights, and in 
partnership with the British Film Institute, managed the BFI Shorts production scheme, through 
which 17 award-winning shorts were produced. We have curated exhibitions and events for 
Brighton Festival, Brighton Digital Festival, Brighton Science Festival among others, and have 
developed international programmes in partnership with museums and festivals in locations 
including Maastricht, Gijon, and Barcelona.  
 
Lighthouse is part of Arts Council England's National Portfolio of Organisations. This support, 
along with a range of other public and private partnerships provides stability going forward.  
 
For more details about our work see Schedule 1: About Lighthouse.  
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Job Overview 
 

The Communications Coordinator will develop and deliver the marketing and communications 
activities of Lighthouse, building our audiences and developing our profile and reach. 
 
Term:    12-month fixed term employment contract, with potential to renew 
Salary:    £17,000 - £22,000 per annum, dependent on experience 
Holidays:   22 days per annum plus public holidays 
Hours:    Full Time (37.5 hours per week) 
Trial Period:  1 month 
Notice Period:   2 months 
Key Dates:  The deadline for applications is 4 February 2015 (16:00) 

First interviews will be held in Brighton on 11 February 2015 
Second interviews, if necessary, will be held in Brighton on 12 February 
2015 

 

Purpose of Contract 
 
The new role of Communications Coordinator has been created to find an excellent 
communicator who can develop and deliver the marketing and communications activities of 
Lighthouse, increasing online and on-site audiences, and advocating for the work we do. 
 
Following a striking period of growth by the organisation over the past four years, and the 
appointment of a new Artistic Director in 2014, Lighthouse is now entering an exciting new 
phase.  Over the next 3-year period our programmes and operations will evolve further to create 
inspirational programmes of contemporary arts and technology for increasingly diverse 
audiences.  Working with the Co-Directors and Lighthouse team, the successful candidate will 
use their marketing and digital skills to produce innovative campaigns and initiatives that will 
build communities and connect people with our programmes of exhibitions, events, interactive 
projects and production schemes. 
 
The role requires extensive interaction with all aspects of our programme and the ideal candidate 
will have interest and enthusiasm for getting to know more about the work we produce, 
attending events and working closely with our partners, collaborators and team to produce news 
stories, web content, social media and more.  
 
A key purpose of the role is to build communities around a major new initiative – Lighthouse 
Studio - an interdisciplinary space populated by selected creative residents. The Communications 
Coordinator will capture and share the residents’ work, recording, documenting and reporting on 
activity, stimulating conversation, debate, and feedback.  
 
To carry out this varied and exciting role we are seeking a creative and confident storyteller and 
communicator who is passionate about audience engagement. The ideal candidate will have 
excellent copywriting skills and a good working knowledge of online marketing and CMSs and will 
be comfortable documenting events through photography, video and audio content. It is essential 
they have the initiative, ideas and enthusiasm to take ownership of Lighthouse’s online activities, 
reviewing how we currently present our programmes and exploring new ways to enhance our 
online profile. 
 
This is a broad role that requires a range of skills and experience and we are open to applications 
from any professional with demonstrable aptitude and ability in the key areas outlined in the 
Person Specification, from talented and ambitious graduates to experienced communications 
executives looking to develop and grow in a creative environment. 
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Roles of the Communications Coordinator 
 
The Communications Coordinator will develop and deliver the marketing and communications 
activities of Lighthouse, championing our work through a range of initiatives and driving our 
online profile. Main roles and responsibilities are: 
 
Communications and Marketing 
 
• Ensure the Lighthouse programme and brand is communicated effectively, delivering and 

developing the communications strategy with the Executive Director. 
• Develop strong interaction with, and understanding of, Lighthouse’s programmes, attending 

events as required. 
• Manage the Lighthouse website, producing engaging, accurate, and timely written content, 

images and media, and ensuring it is presented in the most appealing and appropriate format.  
• Develop and manage the strategic delivery of social media activity, including Twitter, 

Instagram, Tumblr, Facebook and Flickr, producing copy, images and media.  
• Assist with the presentation and distribution of our digital assets, such as digital art 

commissions and films, developing our digital content strategy. 
• Produce the monthly e-newsletter and regular e-mail-outs. 
• Support the delivery of press campaigns, coordinating text and images and liaising with 

Lighthouse press consultants and the media as required. 
• Oversee the production of printed marketing and interpretive signage. 
• Oversee the documentation of programmes and events, through photography, filming and 

audio, and manage and develop strategies for presenting documentation online.  

 
Development and Outreach 
 

• Contribute to the development and promotion of Lighthouse Studio, building digital and on-
site communities of audiences, stakeholders, participants and financial supporters, in 
collaboration with the Creative Producer. 

• Develop systems to receive critical feedback from the public and act as a conduit for feedback 
between the public and Lighthouse. 

• Work with the team and relevant partners to build audience diversity, through targeted 
project campaigns to reach young people and culturally diverse communities.  

• Report on site statistics and manage systems for audience attendance and feedback 
monitoring, contributing to funders’ reports as required. 

• Contribute to fundraising strategies, developing and implementing online campaigns and print 
materials, and supporting profile-raising events, in collaboration with the Executive Director, 
as part of the Arts Council Catalyst fundraising programme. 

 

General 
 

• Work closely and flexibly with the staff team to deliver the aims of business plan. 
• Represent the organisation at public events, as required. 
• Attend training and conferences to enhance relevant skills, as required. 
• Perform any other duties as reasonably required by the Executive Director and Artistic 

Director. 
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Person Specification 
 

Essential 
 
• A minimum of one-year experience of working on marketing and communications campaigns.  
• An understanding of – and interest in – Lighthouse’s work. 
• Evidence of writing high-quality copy for the web with excellent editing and proofreading 

skills. 
• Demonstrable experience of managing websites through a CMS, including content and 

multimedia formatting. 
• Experience of using Microsoft Word, Excel, basic HTML, Adobe Photoshop and Illustrator.  
• Experience of producing multi-media content including photography, video and audio. 
• Experience of using social media professionally, and understanding of various online 

platforms.  
• Strong eye for detail and design, and high standards of accuracy.  
• A confident and proactive approach to nurturing relationships with colleagues, audiences, 

creative practitioners, stakeholders and partner organisations. 
• Excellent communication skills. 
• Strong organisational and time management skills, and an ability to prioritise workload and 

meet strict deadlines.  
• 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.  
• An understanding of SEO, Google Analytics and accessibility issues.  
• Experience of administrating online ticketing platforms, such as Eventbrite. 
• Experience in generating e-newsletters and working to templates (e.g. Mailchimp). 
• Experience of contributing to the planning and delivery of public facing events. 
• Experience of working on fundraising campaigns and/or activities to generate sponsorship or 

philanthropy. 
• Experience of managing relationships with external designers and hosting providers. 

 
Place of Work 
 
The offices of Lighthouse – 28 Kensington Street, Brighton - will be the primary place of work. 
Travelling across the region may also be required, on occasion.  
 

Reporting 
 
The Communications Coordinator will report to the Executive Director.  
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How to Apply 
 
Interested candidates should submit applications by sending the following 3 documents by email: 
 
1. A letter of application*, in either Word or PDF format. The letter must be a maximum 2 sides 

of A4. Please see below for further requirements for the letter of application. 
2. A current CV, in either Word or PDF format. The CV must be a maximum 2 sides of A4.  
3. A document containing the names and contact details of 2 referees.  
 
*The letter must include: 

- An outline of why you want this job. 
- An outline of how you meet the person specifications, drawing on specific examples of 

previous experience. 
- An outline of how your experience, skills and/or training qualifies you for the position, 

referencing previous experience. 
- The links to two examples of written content that you have produced as part of an online 

marketing initiative, that demonstrate your copywriting and marketing skills. 
- An indication of your availability to attend interviews in Brighton on the below dates. 
- An indication of when you could start the position, if successful. 

 
Please submit all 3 documents by 16:00 on 4 February, via email, to:  
 
Emma Wickham:    emma@lighthouse.org.uk 
Clearly mark the email:  Application, Communications Coordinator, Lighthouse  
 
No late applications will be accepted.   
 
CVs or letters that exceed the maximum length will not be assessed. 
 

Key Dates 
 
Advertisement of position issued: 9 January 2015   
Applications Due:    4 February 2015 (16:00) 
Interviews:     11 February 2015 
Second interviews (if required) 12 February 2015 
 

Enquiries 
 
Enquiries should be addressed by email to Emma Wickham, General Manager.  
Email: emma@lighthouse.org.uk 
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Schedule 1: About Lighthouse 
 
Lighthouse was founded in 1986, and is based in Brighton, England.  
Lighthouse is a registered charity and a company limited by guarantee.   
The Co-Directors are Juha van t Zelfde (Artistic Director) and Miriam Randall (Executive Director).  
The Chairman is Anthony Lilley, OBE. 
 
Lighthouse (http://www.lighthouse.org.uk) is a contemporary culture organisation based in the 
centre of Brighton, one of the UK’s most creative cities, with an established history of working 
with exceptional artists and filmmakers and a rich network of collaborators and audiences. 
 
Occupying an important position at the intersection of the arts, technology and creative industry 
sectors, Lighthouse supports, commissions and exhibits work by artists, filmmakers, musicians, 
coders, designers and researchers who are passionate about the role arts and technology play in 
enriching our lives. We hold exhibitions, screenings, workshops and events both in-house, and 
with national and international partners.  
 
Lighthouse is committed to:    
 

- Excellence in our artistic programmes and in our organisation   
- Creativity in our artistic programme and in our work  
- Sustainability in our financial decision-making 
- Communication with our audiences, artists and stakeholders 
- Partnership with those who will help us to advocate for contemporary culture 

 
Lighthouse is part of Arts Council England’s National Portfolio of Organisations (NPO), and has 
been asked to take on a strategic leadership role for digital arts for the South East region.  

 
Lighthouse Programmes 
 
Our programme includes a diverse set of activities such as commissions, exhibitions, talks, 
conferences, screenings, education, and professional development programmes.  We work with a 
range of creative professionals, including artists, designers, filmmakers, coders and musicians.  
 
Exhibitions and Commissions 
(http://www.lighthouse.org.uk/programme#filter=.exhibitions) 
In the past two years, we have presented or co-produced solo shows by Mariele Neudecker, 
James Bridle, Tobias Revell, and Julian Oliver and Danja Vasiliev.  We have also shown work by 
Hito Steyerl, Alicia Framis, Roger Hiorns, Laurent Grasso, Martha Rosler and Metahaven, amongst 
many other internationally renowned contemporary artists.  
 
Lighthouse Studio 
(http://www.lighthouse.org.uk/studio) 
Lighthouse Studio is an on-site space for selected creative residents. Digital technology is 
changing the way work is conceived and produced, and the way people expect to engage with it. 
By providing an environment for the research, development and production of new work, the 
studio allows us to support a more open creative process that invites engagement from the 
audience throughout the journey. Residents also feature in our wider programme, through 
associated events, such as pop-up exhibitions, hack days, screenings and regular ‘show and tell’ 
sessions. 
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Brighton Digital Festival  
(http://www.lighthouse.org.uk/programme/brighton-digital-festival-2014) 
Lighthouse is a co-founder of Brighton Digital Festival, an annual celebration of digital culture. In 
2014 we presented a programme of exhibitions and events including international artists and 
contributers, such as Holly Herndon, Chris Watson, Jananne Al-Ani, Nathan Jurgenson and 
Lawrence Abu Hamdan. 
 
Events 
(http://www.lighthouse.org.uk/programme/#filter=.events) 
Lighthouse runs a dynamic programme of events that explore new ideas within the arts and 
technology.  Our events comprise talks; debates, seminars, networking events, conferences and 
screenings. Key amongst these are our Monthly Talks, held on the first Thursday of each month. 
These talks feature key national and international figures within contemporary culture. Past 
speakers have included Eleni Ikoniadou (author and lecturer), Liam Young (speculative architect), 
Corinna Gardner (curator of contemporary product design at V&A) and many others. 
 
Our two flagship film-related programmes are: 
 
Guiding Lights 
(http://www.lighthouse.org.uk/guiding-lights/about-guiding-lights-scheme) 
Lighthouse runs the UK’s leading mentoring programme for filmmakers, Guiding Lights, which 
supports film talent by connecting them with some of the industry’s most prominent names. The 
programme provides upcoming filmmakers with high-level mentoring, complemented by a range 
of training and networking activities. Previous mentors include Danny Boyle, Barbara Broccoli, 
Sam Mendes, Alison Owen, Alex Garland and Kenneth Branagh.  On the current scheme, twelve 
talented and ambitious writers, directors and producers have been matched with a leading film 
professional who will provide advice and guidance over a nine-month period. Guiding Lights also 
includes a number of training events, including during Galway Film Fleadh and London Film 
Festival. Further access to industry professionals is facilitated by an online networking facility. 
 
BFI Shorts 
(http://www.lighthouse.org.uk/bfi-shorts-2012/about-bfi-shorts-2012) 
Lighthouse managed BFI Shorts, the BFI's award winning short film production scheme. This 
exciting initiative is supported 17 live-action fiction shorts, with budgets of up to £50,000 each. 
BFI Shorts forms part of the BFI’s commitment to supporting emerging filmmaking talent and 
providing opportunities for filmmakers to demonstrate their potential to create feature films.  
The BFI is the lead body for film in the UK with responsibility for championing emerging and 
world-class filmmakers.  
 
Education and Professional Development 
(http://www.lighthouse.org.uk/programme/#filter=.education) 
A key part of our work is education and professional development. This is expressed in long-form 
professional development initiatives such as Guiding Lights, but also short-form activities such 
as technology labs and courses.  At present we are working with two Academy schools in 
Brighton on 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 the 
University of Brighton. The MA is taught on-site at Lighthouse and at the University of Brighton's 
Grand Parade campus.  Lighthouse works in close partnership with the University to ensure the 
MA is providing the best possible training for artists and arts professionals wishing to seek a 
career in the creative industries.  The MA provides expert education in the subject areas of 
interaction design, programming, digital film, installation, public art and interactive art. 
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Lighthouse Venue 
 
Our venue is a former printworks, located on Kensington Street in the heart of Brighton’s North 
Laine, the city’s vibrant cultural quarter. As well as housing our own exhibitions, talks and 
screenings, it is available for private hire.  We also have tenants within our office suites, all of 
whom work within the creative industries: Creative England, Culture24, Liquid Light, Storythings, 
Artswork and South East Dance.  
 

Lighthouse History 
 
Lighthouse was founded in Brighton in 1986.  For its first ten years it operated as a small 
community based film workshop, before diversifying into training and media technology in the 
mid-1990s.  In 2005 it purchased it’s premises in Kensington Street.  Lighthouse now occupies an 
important strategic position at the intersection of the arts, media and creative industry sectors.  

 
Governance  
 
Lighthouse is a registered charity and a company limited by guarantee. It is registered under the 
name Lighthouse Arts & Training Ltd (Company Number 0203271; Charity Number 296404), and 
trades as ‘Lighthouse’. 
 
Lighthouse is guided by a Board of Trustee Directors, a voluntary body that has legal 
responsibility for the overall governance and management of Lighthouse. The Board brings a 
wide range of skills and knowledge to the organisation.  The Chair of the Board is Anthony Lilley 
(OBE), who was appointed in June 2009.  The other Trustees as of January 2015 are: Matt 
Adams, Paula Le Dieu, Ken Smith, Martin Trickey, Sue Gollifer and Antony Gostyn. The Directors 
of Lighthouse report to the Trustees at Board Meetings, once every two months. 
 
Current staff: 

Position Post Holder 
Executive Director Miriam Randall 
Artistic Director Juha van ‘t Zelfde 
Senior Producer Emily Kyriakides  
Creative Producer Andrew Sleigh 
Development Producer Sian Habell-Aili 
General Manager Emma Wickham  
Project Administrator Sarah Ticho 
Programme Assistant Natalie Kane 
Assistant Jenny Lindop 

Current freelance staff:  
Technical Manager Phil Richards 
Communications Manager Nione Meakin 
Project Manager Fiona Fletcher 

 

Contact  
Email: info@lighthouse.org.uk 
Tel: +44 1273 647197 
Address: 28 Kensington Street, Brighton, BN1 4AJ, UK 
Twitter: http://twitter.com/LighthouseArts 
 
 


