
All or Nothing Aerial Dance Theatre is looking for a Marketing Officer and Admin Officer(s). These are
both part-time roles which are offered on 12-month contracts; they can also be combined to form one
full-time role. We are happy to consider separate applications for each part-time post, or applications for
the combined, full-time post.

All or Nothing are Scotland's leading aerial dance theatre company creating, performing, teaching and
pioneering aerial arts in Scotland. Our work ranges from small scale theatre to large scale outdoor
spectacle, combining aerial arts with dance theatre and contemporary circus. Participation is vital to the
company’s work, believing that aerial and dance is for everyone, and developing all kinds of
opportunities for this to happen.

M A R K E T I N G  &  A D M I N  O F F I C E R ( S )

 

Introduction

 

Summary of Hours

Marketing Officer: 2 days/week (15 hours)
Admin Officer: 3 days/week (22.5 hours)
Alternatively, the combined Marketing and Admin Officer would work full-time (37.5 hours per week)

Below is separate information about each part-time role. If you apply for the combined full-time role, the
job descriptions and person specs will be combined.

How to Apply
Please send your CV accompanied by a covering letter which outlines why you are applying and tells us
how your skills and experience match the person specification.

Please make it clear in your covering letter whether you are applying for the p/t Marketing Officer role,
the p/t Admin Officer role, or the combined full-time role. If you apply for the combined full-time role,
remember to tell us how your skills and experience match both person specifications.

Please email your application to Jennifer Paterson, Artistic Director, jen@aerialdance.co.uk by 5pm, Friday
12th August. Interviews will take place w/c 22nd August 2022.

For further details or to arrange to have an informal conversation about either or both roles, please
contact Jennifer Paterson on jen@aerialdance.co.uk / t: 07989 978598

mailto:jen@aerialdance.co.uk


Working closely with the Artistic Director and other team members, develop promotional
campaigns and activities relating to the company and its artistic, touring and engagement
programmes.
Deliver the marketing activities in all campaigns including (but not limited to) e-newsletters,
social media posts and website copy.
Act as the key contact for marketing colleagues in All or Nothing’s partner organisations,
ensuring that marketing and comms activities are co-ordinated across project partners and other
stakeholders.
Support the co-ordination of opening nights, engagement and student showcases and any other
relevant events, including developing and co-ordinating guest lists.
Liaise and work with freelance specialists such as website designer, photographers and PR.
Develop and look after marketing assets for the company.
Develop and maintain databases in conjunction with other colleagues
Working closely with the Artistic Director, ensure that the marketing budget is monitored and
adhered to.

As a team member, support the smooth-running of the organisation, including undertaking some
general admin on an occasional basis.
Build and maintain good relationships with partner organisations, artists, venues, co-producers
and other collaborators, and community groups.
Any other duties commensurate with the level of the responsibility of the post.

1. Communications

2. General 

Responsibilities
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Purpose of Post

M A R K E T I N G  O F F I C E R -  J O B  D E S C R I P T I O N

The Marketing Officer will be responsible for All or Nothing’s marketing campaigns and activities.
Working closely with the Artistic Director and other colleagues, you will lead on the development of
campaigns and the delivery of activities including the development of website content, social media
and other e-comms, as well as any print production and advertising as required.

Marketing Officer Job Description contd.
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Good working knowledge of arts marketing 
Experience of e-marketing including the use of social media and email marketing services
Good office and digital skills, including digital tools such as Canva, Asana, cloud sharing such as
Google driveand Dropbox, and working knowledge of updating wordpress websites
Excellent communication skills, both written and spoken 
Ability to work independently and as a team member 
Ability to manage own workload and to prioritise 
An understanding of and commitment to inclusion and diversity 

Person specification

Marketing Officer Job Description contd.

Job Details

Title: Marketing Officer

Reports to: Artistic Director 

Dates: Fixed term for 12 months. 

Hours: Part-time: 15 hours per week, largely worked within standard office hours (9am to 5pm, Monday
to Friday) but with flexible working available and also sometimes required outwith dependent on
activities.

Holidays: Pro rata entitlement based on an annual entitlement of 28 days paid holiday leave per year
plus 5 statutory holidays, of which 4 statutory days are fixed. 

Salary: £24.5K per annum, pro rata for fixed term contract 

Pension: All staff are automatically enrolled into a pension contributory scheme

Probation: 3 months

Location: All or Nothing is based at Out of the Blue, 36 Dalmeny Street, Edinburgh EH6 8RG. The role
will be a combination of home and office working. Some travel across Scotland may be required. 



Purpose of Post

To provide administrative support for All or Nothing, ensuring the smooth running of the organisation
and its programme. 
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A D M I N  O F F I C E R -  J O B  D E S C R I P T I O N

Responsibilities

Answering the office phone and responding to general enquiries by post, email and through our
social media messaging channels.
Keeping and organising files and records digitally and in hard copy as appropriate.
Ensuring that the office is managed effectively, including equipment and IT support, and office
supplies. This will also include access to the office for freelance staff for picking up and
returning equipment.
Ensuring the smooth running of All or Nothing’s HR administration including supporting any
recruitment.
Attending and taking notes of internal and external meetings as required.
Providing administrative support for All or Nothing artistic projects, engagement programme and
classes, including booking space for events; liaising with and supporting participating artists,
cultural organisations, groups and producers; arranging travel and accommodation.
Issuing contracts to groups and freelancers.
Supporting the Artistic Director to ensure that the needs of the Board of Trustees are met in a
timely fashion.
Supporting the Artistic Director to ensure that the charity complies with all legal and policy
requirements, e.g. submitting charity returns etc.
Administering PVG scheme disclosure checks for all relevant staff, artists and other freelancers.
Managing the company merchandise, organising branded clothing for staff and in our online
shop.

Supporting the book-keeper and other colleagues to ensure the smooth running of All or
Nothing’s banking and book-keeping, undertaking financial administration as required.
Providing administrative support to the Artistic Director and to any additional fundraising
professionals as required, e.g. by the provision of statistics and other information for funding
applications and reports.

As a team member, support the smooth-running of the organisation, including supporting
comms and marketing activities when needed.
Build and maintain good relationships with partner organisations, artists, venues, co-producers
and other collaborators, and community groups.
Any other duties commensurate with the level of the responsibility of the post 

1. General administration

Undertake general administrative duties to support the running of the company and its programme,
including:

2. Finance & Fundraising

3. General
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Admin Officer Job Description contd.

Person specification

Excellent administrative and organisational skills 
Excellent communication skills, both written and spoken
Good attention to detail
Ability to plan and prioritise workload to meet deadlines
Excellent IT skills, in particular Word and Excel, and digital tools such as Asana, Dropbox and Google
Drive.
Ability to work independently and as a team member
Ability to manage own workload and to prioritise 
Ability to treat sensitive information confidentially
Understanding of and commitment to including and diversity
Ideally based in or close to Edinburgh for easy access to the company office

Job Details
Title: Admin Officer

Reports to: Artistic Director 

Dates: Fixed term for 12 months 

Hours: Part-time: 22.5 hours per week, largely worked within standard office hours (9am to 5pm, Monday
to Friday) but with flexible working available and also sometimes required to work outwith dependent
on activities.

Holidays: Pro rata entitlement based on an annual entitlement of 28 days paid holiday leave per year
plus 5 statutory holidays, of which 4 statutory days are fixed. 

Salary: £22 K per annum, pro rata for fixed-term contract 

Pension: All staff are automatically enrolled into a pension contributory scheme

Probation: 3 months

Location: All or Nothing is based at Out of the Blue, 36 Dalmeny Street, Edinburgh EH6 8RG. The role
will be a combination of home and office working. Some travel across Scotland may be required. 


