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Job Description: 	Events and Marketing Officer                                            v6                                                     

Salary: 			£16,300 per annum based on 21 hours per week. Salary will rise to £16,800 on completion of successful probation.

Contract: 		Fixed Term 12 months, part time. Flexible working hours will mean some weekend and evening work to meet the needs of the programme.

Responsible to: 	Operations Manager, Boston Preservation Trust & Trustees of Boston Preservation Trust

Location: 	Fydell House, South Street, Boston, PE21 6HU

INTRODUCTION
Boston Preservation Trust (BPT) was formed in 1937 to save the spectacular Fydell House from demolition. Today, we open the house and garden for weddings, events, our increasingly popular tearoom, and room hire. The Trust also manages and maintains several properties in Boston which are rented to private tenants.
BPT is partway through the Delivery Phase of a £2.3m Project requiring closure for capital works. We expect to re-open gradually between May and July 2026, with the Project continuing until May 2027. The Events and Marketing Officer will be a crucial member of the team in re-launching the property. You will be working with our Activities Consultants, Rooted Arts, until the completion of the Project.
This project is supported by The National Lottery Heritage Fund. We are grateful to National Lottery players for making this possible.
As our new Events and Marketing Officer, you will be joining BPT during a transformational period in our history. You will be instrumental in building our brand, creating and leading a diverse programme of events, and developing our wedding offer. You will have exceptional communication skills and thrive working collaboratively as part of a close-knit team. You’ll be comfortable in a forward-facing role, have a proven track record of achieving performance targets, and enjoy working in an organisation with a social purpose.


JOB DESCRIPTION
Job title:		Events and Marketing Officer			
Location: 		Fydell House, Boston
Responsible to:		Operations Manager 
Responsible for:	Volunteers

JOB SUMMARY
This new role offers the opportunity to be creative and adventurous in developing existing activities, as well as planning and managing a range of new activities at Fydell House in collaboration with our Activities Consultants.
You will work with a wide range of ages and interests, and closely with trustees responsible for our talks, lecture programme, and education programme. You will take ownership of events, our weddings offer, and marketing at Fydell House, strengthening and maintaining a clear, consistent brand identity in collaboration with our volunteer team.
Our passion for Boston’s history and that of Fydell House underpins everything we do. The postholder will ensure this is reflected in our public-facing work.
WORKING PATTERN
The postholder is required to work alongside our volunteer team on Wednesdays and Saturdays, with remaining hours available to be worked flexibly.
KEY RESPONSIBILITIES   
· To play a major role in developing income generation through programming, which may include novelties such as film location work, co-working days, etc.
· To take a leading role in creating a high-quality wedding offer at Fydell House with a beautiful venue and garden at its heart.
· Work with volunteers and trustees to create fun, family friendly events and activities to celebrate our town and our site. 
· Lead on improving our marketing presence both physically and virtually and working collaboratively with our team to make sure Fydell House is a priority destination for our neighbours, our community, and visitors to the area.
· To Inspire and support a small team of volunteers as required in line with best practice.
· To carry out other duties relevant to your post as reasonably required by the Trustees.


PERSON SPECIFICATION
	
	ESSENTIAL
	DESIRABLE

	Education/Training/Qualifications
	· Educated to a relevant subject and/or demonstrable relevant experience in communications and events.

	· Other specialism relating to marketing in a heritage context.

	Experience
	· At least 2 years’ experience of working in communications and events including a thorough understanding of digital and physical marketing platforms and initiatives.
· Experience in managing, key performance indicators, budgets and delivering within them.
· Proven track record of monitoring analytics and shaping marketing campaigns accordingly to maximise reach.
· Experience or confidence in developing a wedding or hospitality offer.

	· Meaningful experience of supporting and coordinating volunteers on a day-to-day basis in a public facing role.


	Competencies

	· An ability to work independently, showing initiative and flexibility.
· Able to work at pace, coordinating multiple work streams.
· Excellent organisational skills
· Good written and oral communication skills.
· The ability to offer a creative approach to identifying and solving issues.
· Ability to work as part of a team and be prepared to join with others when needed in the physical tasks of preparing the house for events.

	· Ability to engage with a range of clients, funding partners and supporters. 


	Values and attitudes
	· Flexible according to the needs of the business including working outside normal office hours as required.
· Confidence.
· Enthusiastic.
· Commitment to inclusive and welcoming public engagement. 
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