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[image: ]Job title:  		Communications Coordinator  
Salary: 		£24,570, pro rata
Reports to: 		Marketing and Communications Manager
Working Hours: 	3 days a week, 9.30am—5.30pm; there may be a requirement for occasional flexible hours, with additional hours recouped through TOIL.

Location: 		Collective
City Observatory & City Dome
38 Calton Hill
Edinburgh
EH7 5AA

Benefits we offer: 	Membership of a defined contribution pension scheme (subject to statutory qualifying conditions). Annual leave entitlement 25 days holiday and 11 bank holidays each year (pro rata). Staff discount in our shop.

To apply: 	Please email your CV (1 page) and cover letter (350 to 500 words max), or a short audio recording (max. 7 mins) which addresses your suitability for the role, to Submittable.


Closing date: 		23 April 2026, 5pm
Interviews: 		Approximately 29 April 		


About Collective

For forty years, Collective has offered a supportive, inclusive and nurturing
environment for artists to test out new ideas, produce new work and share their
work with audiences. An integral part of Scotland's creative ecosystem and
recognised nationally and internationally for our programmes with emergent
practitioners, we have played a key developmental role in the careers of many
Scottish artists, as well as introducing significant international artists to Scotland
and the UK for the first time. We continue to support artists at important moments in their careers to produce and share new work - through our sector leading development programme for early-career artists, as well our programme of commissions and exhibitions presented in our City Dome space.

Over the past ten years, we have been through a major transformation, evolving
from a small gallery on Cockburn Street to become custodians of one of
Edinburgh's most visible heritage sites, City Observatory on Calton Hill, where we now attract in excess of 350,000 visits each year.

The Observatory is an iconic heritage complex, situated in a dramatic landscape at the heart of Edinburgh that offers a unique opportunity to significantly extend and enhance the reach and impact of our programmes with audiences.

The relocation also provided us with the opportunity to establish a family of
successful trading enterprises, which reflect and uphold our core values, and bring in vital income to support our programmes and sustain free public access to our common good site.

Over the next five years, we will refocus our programming to play to the strengths of the site, embedding a site-responsive approach to working with artists, and creating new opportunities for artists in the process.

We will prioritise growing engagement with audiences, working to improve
communications for general audiences, and to engage key target communities in
our neighbourhood and city.

To read more about our Mission, Vision and Values and current and historic
programmes please visit our website.







The Role
As Communications Coordinator, you will join us at a crucial and exciting time, in the lead-up to our launch of Collective’s new website and brand identity. As well as supporting the final stages of the brand rollout, you will support on all Collective communications activity, including: social media, marketing, website management, email communications and press.  
You will work closely with our Marketing and Communications Manager to deliver integrated and compelling messaging which communicates our unique offering: our emerging artist programme, artist commissions, and community engagement within our programming; our venue hires, coffee kiosk, shop and holiday rental within trading; and our site itself, a unique venue situated on a major Edinburgh tourist destination.

Person Specification

Essential Skills, Knowledge and Experience
· Some experience (voluntary or paid) of social media, marketing or communications, preferably in a heritage, cultural, tourism or charity context
· Strong interest in marketing and communications
· Excellent communication skills, oral and written
· Strong organisational and administration skills
Desirable (not essential) Skills, Knowledge and Experience 
· Knowledge of the visual arts sector, both on a Scotland-wide and Edinburgh level
· Experience managing digital platforms, including websites/CMS, email automation, social media and CRM systems
· Experience using design tools (such as Canva or Adobe Creative Suite)
· Experience using digital marketing tools, including Google Analytics, SEO and social media analytics
· Commitment to sustainability and working to reduce carbon footprint
Personal Qualities and Attitude
· An interest in contemporary visual art
· Confident, friendly approach to working with a wide range of people and organisations
· Ability to work flexibly on occasion, in the evenings and at the weekends as appropriate
· Ability to work as part of a small team and take initiative independently
· Ability to work under pressure and prioritise workload

Key Responsibilities

· Working with the Marketing and Communications Manager on all communications activity
· Collaborating with colleagues across Trading, Programming, Development and Operations to provide communications support (including proofreading, writing, design, photography and marketing) 

Digital and marketing 
· Creating and uploading social media content
· Supporting writing copy for press releases, the website, on-site signage and interpretation
· Uploading content to our website using WordPress, and supporting the migration of content to our new website
· Drafting email invites and marketing newsletters
· Developing and maintaining industry, stakeholder and audience contact list
· Reporting on our communications performance, including social media and website analytics 
· Supporting access to our site and programmes, through maintaining our access visual guide, considering signage improvements, and exploring ways our digital and on-site communications can support accessibility
· Liaising with partner organisations and freelancers for collaborative events, such as EAF

Design and photography
· Developing marketing materials such as newsletters, posters, graphics, brochures
· Liaising with graphic designers and photographers on content production 
· Supervising photocalls and photoshoots 
· Maintaining GDPR compliance and managing photography indemnity

General 
· Monitoring the mail@ inbox, being a first point of contact for Collective and responding to enquiries 
· Supporting with administration and communications for open calls and recruitment 
· Support running events such as launches, performances and Collective’s Gala Day






To Apply

Please upload a CV (1 page) and a short cover letter (max 350 words), or a short audio recording (max. 7 mins), outlining how your skills and experience meet the requirements of the job, to Submittable. 

Tools like ChatGPT can be useful for exploring thoughts, but we ask that the words you share with us are your own. Responses that seem artificially generated may not reflect the individuality we value—and could affect how your application is received or result in it being rejected.

Deadline for applications: 23 April 2026, 5pm

Please note that applications received after the deadline will not be considered.


Access

Collective strives to ensure that our opportunities are accessible to all and recognises that disabilities and restraints on an individual’s capacity take many forms and are not always visible. 

A small fund is available for individuals who need support in the completion of their written application. This fund could be used to support applicants who identify as having disabilities or caring responsibilities. Funds can be used toward costs such as additional support in the form of a scribe, proof-reader or assistant, childcare or support with care. Please get in touch to discuss your needs via recruitment@collective-edinburgh.art or 0131 556 1264.
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