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Job Description – MARKETING MANAGER 
 

Role:   Marketing Manager      

Reporting to:  Head of Sales & Marketing 

Responsible for: Marketing Officer, Digital Assistant (Kickstart), Freelance PR 

Terms/Hours:  Permanent, full-time, Monday-Friday 

Salary:  £27,000 per annum 

            

About Polka Theatre 

Polka is a pioneering national theatre for children based in Wimbledon, South West London. 

The first UK venue to be created exclusively for young audiences, we celebrated our 40th 

anniversary in 2019. We are one of just a handful of dedicated children’s venues in the UK. 

Presenting a year-round programme of new work made at Polka, visiting shows, and Creative 

Learning activities for 0-12 year olds, we continue to pioneer developments in children’s 

theatre, nurture artistic talent in the sector, and maintain an international reputation while 

serving local communities.  

 

Polka is a charity and Arts Council England National Portfolio Organisation. Our mission is to 

empower children to navigate their world through inspirational theatre and creative 

experiences. Over 100,000 people visit us each year and a further 18,000+ take part in creative 

learning and community activities. We involve children at every stage of the creative process, 

and lead the way in Early Years theatre for under 6s together with our academic collaborators 

and the EU-funded small size network. 

 

Inclusivity is and always has been an integral part of the company’s offer. In 2007, Polka 

pioneered relaxed performances for children on the autistic spectrum, a model which 

continues to be replicated across the cultural sector. We run a free ticketing scheme, enabling 

children from deprived areas to experience live theatre for the first time, and a range of 

initiatives that provide opportunities for children with particular access needs or who live in 

challenging circumstances to participate in our activities. We offer opportunities for all children 

and families regardless of age, ability, culture or background, to engage in theatre. 

 

“Polka… Home to work that consistently respects and challenges its young audiences” The 

Guardian  

“The place to be for children’s theatre” ayoungertheatre.com 

 

This is an exciting time to be joining Polka. Since opening our Wimbledon home in 1979, over 

3.5 million children, parents, teachers and carers have been through our doors and we now 

have an opportunity to redevelop and reimagine Polka for future generations. Our 

redeveloped venue will open to the public in spring 2021.  

 

For more information about Polka Theatre and our work, please visit www.polkatheatre.com  

 

http://www.polkatheatre.com/
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Purpose of the role 

The Marketing Manager will devise, manage and deliver all online and offline marketing 

activity, in accordance with Polka’s marketing strategy and audience development objectives, 

with the aim of achieving ambitious sales targets, supporting access and audience diversity 

objectives and promoting the values and ethos of Polka Theatre. They will: 

• Maximise revenue from ticket sales and other earned income areas  

• Devise and deliver marketing campaigns for in house and visiting productions, 

together with Creative Learning projects 

• Devise and deliver marketing initiatives for ancillary activities such as the café, 

outdoor spaces, external hires etc 

• Ensure the smooth running of the marketing and communications function of the 

organisation  

• Manage campaign budgets  

• Work with external agencies and freelancers in delivering campaign and audience 

development objectives  

• Work to ensure smooth internal communications and collaborative working with all 

departments  

• Support the Development team in delivering fundraising campaigns and raising the 

profile of Polka as a charity 
 

Key areas of responsibility: 

Marketing and Communications 

• Devise, implement and monitor all aspects of campaign and organisational 

marketing, ensuring effective communication with audiences and stakeholders.   

• Work with the Head of Sales & Marketing in setting targets and Key Performance 

Indicators  

• Research, implement and evaluate audience development initiatives  

• Build relationships with key local stakeholders  

• Devise strategies to promote Polka as a community hub and local resource, with 

particular reference to the café, shop and play spaces 

• Work with the Head of Sales & Marketing in managing and co-ordinating print 

production including design, content, print and distribution  

• Co-ordinate and oversee all aspects of Polka’s website, social media, e-marketing and 

digital campaigns 

• Develop and manage the production of multimedia assets such as video, photo and 

audio, using freelancers where appropriate 

• Devise, deliver and monitor advertising campaigns, both printed and digital  

• Monitor and evaluate campaigns and audience development initiatives, providing 

regular analysis and reporting to support evidence-based decision making 

• Maximise the marketing and audience development potential of Spektrix, DotDigital 

and Audience Finder 

• Set up and manage a marketing Ambassador scheme 
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• Ensure that the Polka brand guidelines are implemented and adhered to across the 

organisation  

• Raise the profile of Polka’s charitable funded work, particularly Creative Learning 

projects, and support Development team to generate income 

• Ensure accurate and manageable records are kept of marketing activity  

• Be a gatekeeper for Polka’s brand and proactively ensure Polka is represented 

correctly internally and externally 

• Support the effective use of data and Spektrix as a CRM, ensuring GDPR 

requirements are adhered to 

 

Press and Media 

• Work with the Head of Sales & Marketing in setting PR targets and KPIs 

• Liaise and manage Polka’s PR agency in devising and delivering PR for campaigns 

and other organisational activities  

• Write and distribute press releases for activities which are not covered by the PR 

agency  

• Build and sustain relationships with key local and regional media and influencers 

• Ensure effective monitoring of press coverage 

 

Staff Management and Liaise  

• Manage the Marketing Officer’s work ensuring they are aware of campaign and 

organisational objectives and being mindful of their responsibilities and workload 

• Ensure that the Head of Sales & Marketing is kept informed of all initiatives, activities 

and concerns within the department   

• Liaise regularly with the Sales & Ticketing Manager regarding campaign targets and 

outcomes  

 

Duties and responsibilities of all team members 

• Maintain confidentiality in all areas relating to Polka Theatre where appropriate 

• Be aware of and comply with Health and Safety rules at work and to abide by the 

procedures as set out in the Health and Safety policy 

• Be aware of and comply with Safeguarding rules and legislation and to abide by the 

procedures as set out in the Safeguarding policy 

• Work in accordance with the principles of Polka’s Equalities statement  

• Be active in Polka Theatre’s commitment to Environmental Sustainability and reduce 

environmental impact 

• Abide by other guidelines, procedures and policies provided by Polka Theatre 

• Contribute towards Polka’s fundraising goals, this may include research, writing 

applications, advocacy and managing relationships 

• Take part in such working groups as might from time to time be required for the fulfilment 

of organisational aims and objectives  

• Participate in all training and development initiatives as required 

• Undertake any other duties as may be reasonably required 
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Person Specification 

Essential  

1. At least three years’ experience of working in a marketing role within a theatre, arts or 

related sector, preferably in a building-based organisation 

2. Proven experience of marketing to schools/education sector 

3. Experience of marketing campaign planning and delivery 

4. Experience of using CRM systems (Polka uses Spektrix) for data analysis, audience 

segmentation and marketing purposes 

5. Experience in digital marketing, website maintenance and social media channel 

management 

6. Creative flair and enthusiasm for creating dynamic, engaging campaigns within 

budget 

7. A demonstrable passion in theatre and children’s theatre and a good understanding of 

Polka’s potential audiences  

8. Excellent oral and written communication, time-management and presentation skills. 

9. Ability to operate with diplomacy, tact and empathy 

10. Ability to work collaboratively and to connect and work in partnership with others 

internally and externally 

11. Ability to manage multiple priorities and deadlines and a track record of delivery 

12. A positive and flexible attitude, with ability to motivate and engage people, and adapt to 

changing circumstances 

13. A genuine commitment to the principles of equal opportunity, cultural diversity and 

broadening access to the arts, and an empathy with the objectives of Polka  

14. Resilience, reliability, responsiveness and curiosity to a changing internal and external 

environment 

15. A creative, strategic mind with the ability to generate innovative ideas 

16. Tenacity, an eye for detail as well as the big picture, a self-starter and strong 

‘completer-finisher’ 

17. An understanding of personal strengths and weaknesses and their impact on others 

18. A desire to work in a culture where a creative and challenging exchange of ideas and 

productive dialogue is encouraged and expected 

19. Ability to work calmly and effectively under pressure 

20. Approachable, resourceful and able to troubleshoot, with a can-do attitude 

21. Excellent office skills and computer literacy (including Microsoft Office suite: Word, 

Outlook, Excel) 

22. Quick to adapt, pick up new IT packages and willingness to learn. 

23. A valid Disclosure and Barring (DBS) certificate or willingness to undergo an enhanced DBS 

check (at Polka’s expense) if a job offer is made subject to this being obtained 



Created February 2021 

 

Polka Theatre  Registered Charity No: 256979 

240 Broadway, Wimbledon, London SW19 1SB  Company No: 938592 

+44 (0)20 8543 4888  www.polkatheatre.com VAT No: 238 9709 18 

5 

 

Desirable  

1. Technical digital skills such as design or film 

2. Knowledge of Spektrix  

3. Knowledge of Wordpress 

4. Experience of working within a building-based organisation 

Main term and conditions  
 

Job title: Marketing Manager 

 

Reporting to: Head of Sales & Marketing 

 

Responsible for: Marketing Officer, Digital Assistant (Kickstart), Freelance PR and other 

freelancers, plus volunteers as appropriate 

 

Salary: £27,000 per annum  

 

Role: Permanent, full-time 

 

Hours: This is a full time role over 5 days, Monday to Friday. As a children’s theatre, Polka’s 

hours of operation are largely daytime, but additional hours will be necessary to fulfil the 

requirements of the post, including evenings and weekends (Polka is open to public 

Tuesday to Sunday), and travel out of London when required. 

 

Location: 240 The Broadway, Wimbledon, London SW19 1SB. During Polka Theatre’s 

redevelopment and closure due to Covid-19, the person in this role will be working from 

home, returning to the venue as soon as possible. A flexible working policy is in place. 

 

Holiday: 20 days per annum plus bank/public holidays. On completion of the probationary 

period, you are entitled to take holiday accrued on a pro rata basis. 

 

Pension and benefits:  

• After 3 months you will be automatically enrolled into NOW Pensions scheme in 

accordance with statutory deadlines and contributions 

• Flexi-time and flexible working arrangements, depending on the needs of the role 

• Complementary tickets for all Polka productions subject to availability 

• Discounts on main meals, tea and coffee in Polka’s café 

 

Probationary period: Appointment is subject to satisfactory completion of a 3-month 

probation. 2 weeks notice by either party until successful completion of probation. 

 

Notice Period: 2 months on both sides (i.e. you and Polka).   
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Application details 

 
Deadline: 9am on Wednesday 24th February 2021 

 

Interview: Week commencing 1st March 2021  

 

Ideal start date: The successful candidate will be requested to start as soon as possible 

 

To apply:  

• Please submit your CV and cover letter (stating which job role you are applying for), 

accessed on our website at: https://polkatheatre.com/jobs/, ensuring you address 

each area of the person specification 

• Submit your application outlining your suitability for the post to 

lynette@polkatheatre.com   

• Please also complete the equality monitoring form and via SurveyMonkey here: 

https://www.surveymonkey.co.uk/r/XPGYJTC  

• On completion of all the above documents by the deadline, we will acknowledge 

receipt of your application 

 

Further information:  

• Please visit our website https://polkatheatre.com/jobs/  

• If you would like to discuss this role in more detail please contact Katy Manuel 

(Marketing Consultant) on katy@polkatheatre.com  

  

Access information: if you require the Job Pack in a different format please call us on 020 

8543 4888 or email lynette@polkatheatre.com  

  

Equalities information: Polka is an Equal Opportunities employer, we seek to encourage 

applications from all sections of the community, especially those which are under-

represented in its workforce.  

 

Other information: Polka is funded by Arts Council England, London, registered charity 

number 256979. 
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