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About us

NCW is a dynamic literature house for contemporary writing at the heart of a world class UNESCO City of Literature. 
We’re a charity and company limited by guarantee, committed to exploring the artistic, social and place-making 
powers of creative writing and literary translation. Our work is focused on the ways we can support a flourishing and 
diverse ecology for writers and translators, and support and engage communities to tell their own stories.

About the role

We’re looking for an accomplished Comms & Development Team member who will be able to anchor our digital 
and comms functions across the wider organisation and drive greater engagement, visibility and inclusivity in both 
areas. We’re seeking someone who believes passionately in the transformative capacities of writing and translation 
to challenge and increase understanding; to bring together people and communities and to support wellbeing in a 
range of critical ways. 

The Digital & Marketing Manager will manage digital content, digital data analysis and application, the development 
of digital channels and our digital strategy. The post holder will work across the organisation to develop and 
implement a range of digital platforms to improve communications with our audiences and stakeholders, to build a 
diverse audience base for our programmes, and to improve brand awareness and raise the profile of NCW. 

There will be a particular focus on 
• connecting our digital activities with our physical programmes, taking what we have learned across the Covid-

pandemic and building a more integrated, inclusive digital offer
• exploring digital means to connect us more deeply to and offer greater value to our local communities and users
• increasing access and equity via digital channels, platforms and processes

This role requires an individual experienced in implementing, tracking and optimising digital marketing campaigns 
across all digital channels. You will have a proven track record in digital marketing and will have first-rate copy writing 

Young participants on our Common Ground project (c) Anita Staff
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skills and an eye for detail. You will bring with you experience of creating and managing the production of digital 
content including films and podcasts and evaluating their reach and effectiveness. You will understand the value of 
brand management and have experience of working on the development or redesign of websites. You will have a 
demonstrable passion for literature and the wider cultural sector and will be expected to support NCW’s charitable 
objectives, values and ambitions.

Equal opportunities

National Centre for Writing is committed to equality of opportunity.  We actively encourage people from a variety of 
backgrounds with different experiences, skills, and stories to join us and influence and develop our working practice. 
By taking positive action around diversity (as permitted in the Equality Act 2010) we will guarantee interviews to 
eligible candidates who meet the essential criteria as outlined in the Person Specification who identify as having one 
of the following protected characteristics, currently underrepresented in senior roles in the wider cultural sector 
workforce as well as our own:

• Black, Asian or Ethnically Diverse
• Disabled and/or Neurodiverse
• Candidates from diverse socio-economic backgrounds as defined by household main earner occupation aged 14 

and secondary schooling aged 12-16 

How to apply

To apply for the position of Digital & Marketing Manager please fill out our application form and equal opportunities 
monitoring form at nationalcentreforwriting.org.uk/get-involved/join-the-team, along with your CV and personal 
statement, and send to Amanda Salmon, Head of Operations and Commercial at amanda@nationalcentreforwriting.
org.uk. Amanda can also provide this information in an alternative format eg. Microsoft Word.

Closing date for applications: 10am, Monday 24 January

Interviews (remotely): Friday 4 February

If you would like an informal conversation to discuss this role further and find out more about our future plans, 
please contact Chris Gribble chris@nationalcentreforwriting.org.uk or Peggy Hughes 
peggy@nationalcentreforwriting.org.uk. 
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Position Digital & Marketing Manager 

Accountable to Paula Sanchez, Head of Communications & Development 

Responsible for Collaboration with Operations and Commercial team, Programme team 
and SMT to deliver a range of key projects and functions within NCW. Co-
management of a Comms & Dev Assistant and management of a range of 
paid work placements and interns across the year.

Hours Standard hours are 7.5 per day to be worked between 9.00am to 
6.00pm. Some evening and weekend working will be required in order to 
fulfil your role successfully for which time off in lieu (TOIL) may be taken 
by agreement with Head of Comms & Dev and in accordance with the Staff 
Handbook. We offer flexibility in hours particularly around parenting and 
caring responsibilities. 

Leave Paid annual leave of 25 days per annum plus 8 public holidays.

Location NCW is located at Dragon Hall, 115-123 King St, Norwich, NR11QE.  
Travel within the region, the UK and internationally likely will be required 
subject to Covid-19 guidelines. We are working flexibly from home due 
to Covid recommendations and will review our ongoing policy as matters 
develop.

Terms & conditions

Probation period Six months.

Contract Four or five days per week, permanent post, with some flexibility around 
hours (see below) and home working.

Salary £27,878 - £29,123 per annum according to experience. 

Benefits include Contributory Pension Scheme (after successful completion of the 
probationary period); Season Ticket Loan Scheme; Cycle to Work Scheme; 
Equipment and support to work from home effectively; Training and 
development tailored to your level of experience.

Notice period Two months (one month during probationary period).
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Purpose of the role

The Digital & Marketing Manager works to support and embed digital activity across the organisation. This includes:
• supporting the digital aspects of our artistic, learning and community engagement strategies with a focus on 

diversity, equality and inclusion
• producing digital content such as videos, podcasts and blog posts
• managing webinars, online learning and hybrid events
• leading on the marketing of our Creative Writing Online and Writers’ Toolkit Online programmes
• working closely with the communications team and external partners to develop and maintain websites

Other key responsibilities include defining digital strategy for social media, social and search advertising, Google Ad 
Grants and website SEO.

Main responsibilities

Communications and Marketing
• To own and continuously develop NCW’s Digital Strategy (including social media strategy).
• To co-lead the development of NCW’s expanding online learning programme. 
• To advise the Senior Management Team on digital best practice and emerging technologies with a particular 

focus on diversity, inclusion and equality and how digital marketing can help us achieve the Arts Council England 
Let’s Create Outcomes.

• To advise on and champion digital best practice to support our artistic and operational aims.
• To develop NCW’s website and social media channels and take a lead on increasing new and diverse audiences.

Job description
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• Implementing SEO best practice.
• Managing digital advertising accounts, including Google Ad Grants.
• To oversee the production of digital content (films/podcasts/blogs), both in-house and working with external 

designers and producers.
• To produce digital analytic reports and use analytics to advise the Head of Communications and Development on 

future strategy.
• To monitor the latest trends and best practice in online marketing.
• To co-manage NCW’s box office/ticketing system (currently Spektrix).

Positioning and brand awareness
• To support the Head of Communications & Development in progressing the NCW brand and key messages to 

ensure positioning, identity, values and consistent output.
• To support the Head of Operations and Commercial in maximising our digital assets and capacities to achieve 

our organisational aims.

Team working
• Work collaboratively with team members and other colleagues in order to meet organisational objectives.
• Be aware of useful technologies that could be integrated into the organisation and assist with upskilling staff on 

digital best practices.

Compliance
• Prepare papers and reports in a timely fashion for Senior Management Team, the Board, funders and 

stakeholders as required.
• Carry out duties in accordance with appropriate internal and statutory procedures.
• Adhere at all times to NCW employment policies and procedures with particular reference to Health & Safety, 

Safeguarding Children & Vulnerable Adults, Equal Opportunities and Diversity, Confidentiality.

General
• Act as an advocate for NCW - its vision, its activities and its values - at relevant networks and meetings. 
• Undertake training as identified and agreed to ensure the ongoing effective delivery of the post.
• Undertake any other duties assigned by the Chief Executive or Executive Director which might reasonably be 

deemed to be within the status of the job and appropriate to the post. All duties must be carried out with due 
regard to confidentiality.
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Marketing and Communications • Appropriate experience of working in digital and/or digital marketing 
roles in the arts/culture or a related sector.

• Demonstrable experience of helping deliver digital communications 
strategies and evaluating their effectiveness.

• Experience of developing and managing digital content (including film, 
podcasts and blogs) across a wide variety of platforms.

• Experience of CMS – editing and creating content for websites.
• Experience of managing the production of new websites or web 

redesigns.
• An understanding of brand management and its value.
• Excellent copy writing, editing and proofreading skills.
• Strong customer care skills.

Implementation & Results Focus • Focuses attention and resources upon meeting agreed organisational 
targets, priorities and objectives.  

• Applies skill, effort and judgement to get the job done.  
• Accurately assesses the length and difficulty of tasks and projects and 

breaks down the work into the process steps enabling the team to 
achieve its goals.

• An eye for detail.

Adaptability and Flexibility • Is open to change and new information.  
• Adapts behaviour and work methods in response to new information, 

changing conditions or unexpected obstacles.  
• Adjusts rapidly to new situations that warrant attention and resolution. 
• Confidence and the ability to remain composed and resilient under 

pressure, self-sufficient and capable of managing a diverse and rapidly 
changing portfolio of work.

Communication and Interpersonal 
Skills

• Excellent interpersonal skills and experience of working in highly 
successful and motivated teams that consistently excel in the 
achievement of organisational goals.  

• A practiced networker with experience of communicating at all levels.
• Ability to work on own initiative as well as part of a team
• A creative problem solver. 
• Willing to share knowledge.  
• Conveys ideas and facts orally and in writing clearly, concisely and 

effectively with ability to negotiate and influence.
• Listens actively and communicates in a timely manner. 
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National Centre for Writing is supported by:

NCW Patron Margaret Atwood explores Dragon Hall (c) Thom Law


