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JOB DESCRIPTION: EVENTS AND MARKETING LEAD 

Job title: Events and Marketing Lead  
Pay: £12.00 per hour subject to negotiation 
Hours: 300 hours per annum 
Location:  
 

Mostly home based 

Responsible to: Chair of Ilkley Manor House Trust  
 

Budget 
Responsibility: 

<£5,000 

 

About Ilkley Manor House Trust: 

The Ilkley Manor House Trust (IMHT) is a registered charity and has an ambitious plan to create a 
heritage, learning and leisure quarter for the town, based around the Manor House, its cottages 
and its wonderful courtyard.   

The plan aims to capitalize on the historic appeal of the Grade 1- listed building and the site’s 

unique location between the town centre and the Riverside Gardens, adjacent to All Saints 

Church. We propose to create a unified site, working alongside the church with dynamic heritage 

exhibitions and engage the arts, culture and leisure sectors more strategically.  

The plan will also fully capitalise on the Manor House site’s unrivalled position, by opening up the 

rear access from the lovely Riverside Gardens and attracting the large and diverse visitors who 

regularly use the park. 

The Manor House is being used for a variety of live performances, exhibitions, family activities, 

events and workshops, some of which would be one-offs and others on-going.   

The cottages provide rentable space for a range of businesses, start-ups and creative ventures 

that complement the development of this creative quarter. 

The Trust is committed to widening the appeal of the Manor House and actively engaging people 

from more diverse communities. 

About the Post: 

At present, the Trust Board comprises 6 Trustees and is supported by apart time Operations 

Manager, Visitor Engagement Lead post (which currently encompasses the Social Media Lead 

and Volunteer Management roles) which is a job share and a part time housekeeper.                                                                                                                           

All these posts are employees. 
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Job description: 

There are 2 key linked elements to the role.  One related to Marketing and the other to Event 

Management. 

1 Marketing 

1.1 Working with the chair and the operations manager to co-ordinate the production of the 3 

printed programmes per year 

1.2 To work with the Social Media lead(s) to ensure that all events are promoted on all social 

media sites, local and regional press 

1.3 To ensure that Discover Ilkley website has up to date information on all activities happening 

in the Manor House. 

1.4 Working with the Operations Manager to ensure the website is up to date with events and 

activities 

1.5.  Working with the Visitor Engagement Leads, Lead for the Solar Gallery and Operations 

Manager to ensure that all merchandising is well publicised.. 

1.6 To attend and take any necessary actions from the programming meetings 

1.7 To help shape the marketing plan each year 

1.8 To ensure our supporters are kept informed of events and plans for the Manor House 

2  Event and Project Management 

2.1 Project manage agreed events and projects, such as taking the lead on a specific large 

scale art exhibitions in the Manor House and project managing the Summer and Christmas 

Makers’ Fairs 

2.2 Keeping events and activities to budget and on time and deliver the required outcomes. 

2.3 Where needed, to risk assess events and ensuring the implementation of mitigating actions 

to ensure they are carried out safely 

2.4 Working closely with the chair, Operations Manager, Visitor Engagement Lead postholders, 

Housekeeper and volunteers on the various projects for which this role has the lead responsibility. 

2.5 Working with the chair, Operations Manager, Visitor Engagement Lead postholders and other 

key people, plan and deliver a programme of regular concerts in the Manor House within the 

agreed budget  

2.6 Attend the programming meetings as a regular member 

2.7 Ensure effective communications with performers/artists/actors/exhibitors etc. 

2.8 Attend and manage events as agreed 

2.9 To support the wider team in curating and project managing events 

2.10 To help curate exhibitions as required. 

2.11 Review events and exhibitions identifying lessons that can be learned, both positive and 

negative for future enents/exhibitions 
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Key Relationships: 

INTERNAL 

Chair 
Operations Manager 
Visitor Engagement Leads 
Housekeeper 
Lead artist for the Solar Gallery 
 

EXTERNAL 

Local and regional press 
Specialist publications 
Discover Ilkley 
Ilkley Arts 
Ilkley BID 
Ilkley Literature Festival 
Ilkley Cultural Cooperative 
Bradford 2025 team 
Bradford Museums and Galleries 
Visit Bradford 
Museum Development Yorkshire  
 

Additional Information: 

• The post holder will need to be familiar with and implement Ilkley Manor House Trust policies 

and support the organisation in meeting its regulatory and legislative requirements. 

• Ilkley Manor House Trust is committed to encouraging equality and diversity among our 

workforce and eliminating unlawful discrimination. The aim is for all our workforce including 

freelance employees to be truly representative of all sections of society and our customers, 

and for each employee and volunteer to feel respected and able to give their best.  
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