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London Borough Lambeth 
Job Description 

 
Job Title Venue Sales and Marketing Officer 
Officer Grade PO1 
Division Environment and Streetscene 
Contract   Fixed Term Contract for 24 months for 2 days per week (14 hours)  
Responsible to Commercial Venue Operations Manager  
Responsible for  N/A 
 
Main purpose of post 
 

• To effectively market and promote indoor venue hire and events at its Grade II listed buildings, 
Brockwell Hall and Brockwell Folly located in Brockwell Park. 

• To support and deliver the Sales and Marketing strategy for the Councils venues service called 
VenueLambeth within the private hire sector to ensure commercial sales income targets are met and 
maintained at all times. 

• To support the Commercial Venue Operations Manager and the Head of Events & Filming in generating 
new business opportunities that align with the aims of the Events Strategy, our intended audience and 
brand identity.   

• To facilitate, organise and deliver all marketing initiatives relating to a range of indoor annual events 
activity including private hire, filming locations, weddings and corporate events.  

• To develop and deliver online and digital marketing initiatives for the venues within the VenueLambeth 
Collection, creating marketing for all necessary social channels, increasing our audience, encouraging 
customer engagement and understanding the complexities and uniqueness offered by heritage venues 
and multipurpose spaces. 

• Occasional work onsite at events may be required during evening and weekends as required. 
 
Responsibilities 
 
1. To promote our venues services to generate commercial and industry bookings and sales that support 

the business plans for VenueLambeth. This includes event space hires, venue building private hires, 
film location space hires and exhibitor and trader sales at the venues.  
 

2. To implement the annual marketing plans for VenueLambeth and support in the delivery of the 
marketing & communications strategy across the brand.  
 

3. To build effective relationships with prospective and existing clients, meeting face to face (if necessary) 
to provide proposals, advice, and guidance on VenueLambeth offerings to encourage engagement and 
commercial sales.  

 
4. To work within the strict marketing budget to ensure campaigns and strategies are cost effective and 

results lead, ensuring we receive good value for money and noticeable engagement.  Monitoring spend 
against income and work out the most cost effective strategies to take forward. 

 
5. Identify areas of potential growth and gaps in current programming to bring a wide range of events and 

commercial activities to the venues with minimal risk to the council. 
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6. Develop and deliver appropriate marketing campaigns for a variety of multi-use spaces. Taking into 
account unique offerings, other users and the heritage value of the space. 

 
7. Develop and be proactive in reporting campaigns and projects, effectively being able to evaluate and 

establish multiple workstreams and make recommendations to Commercial Venue Operations 
Manager.  
 

8. Managing priorities to ensure marketing campaigns are delivered at appropriate time. Managing 
workload especially where clashes occur and recognising how priorities may be needed to be re-
examined where necessary to deal with changing workloads.  

 
9. Be able to use complex venue hire and business tourism industry insights and data to produce detailed 

reporting and make informed marketing decisions that supports the business plans. 
 

10. Liaise with the appropriate internal and external stakeholders, officers and partners on the venues 
service.  

 
11. Identify, organise, and attend relevant external and internal meetings and events, for the Council and 

our services at Trade Shows, Destination and Business opportunities, Industry Networking Meetings, 
Committee Meetings, where appropriate.  
 

12. To work with service managers and oversee the VenueLambeth social media account management 
and develop engaging, creative, innovative content for regularly scheduled posts, which enlighten 
audiences and promote brand-focused messages. Communicate with followers, respond to queries in a 
timely manner and monitor customer reviews.  
 

13. To carry out the duties of the post in accordance with the Data Protection Act, the Computer Misuse 
Act, the Health & Safety at Work Act, and other relevant legislation, as well as Council policies, 
procedures, Standing Orders and Financial Regulations. 

 
14. To take appropriate responsibility to the post for tackling racism and promoting good race, ethnic and 

community relations. 
 

15. To clearly understand and manage the complex political sensitivities and the cultural, environmental, 
and political impacts of events, venues, filming, and business tourism in regard to delivering the service 
and being able to effectively provide advice and information to senior officers, elected members and 
community members. 

 
16. To undertake other duties of a similar standard and nature that might reasonably be requested 

from time to time to meet the needs of the service. 
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Person Specification 

Venue Sales and Marketing Officer 
 

 

It is essential that in your written supporting statement you give evidence or 
examples of your proven experience in each of the short-listing criteria marked 
Application (A) 
 
You should expect that all areas listed below will be assessed as part of the 
interview and assessment process should you be shortlisted. 
 
If you are applying under the Disability Confident scheme, you will need to 
give evidence or examples of your proven experience in the areas marked 
with a “Tick” (✓) on the person specification when you complete the 
application form. 
 

 
 

 
 
 

Shortlisting 
Criteria 

Relevant  
Qualification  

Q1  A relevant degree, professional qualification, or 
relevant experience 
 

 

Relevant 
Knowledge  

K1 
 
 

Detailed knowledge of sales and marketing 
within the indoor events, heritage and listed 
buildings and hire venues industries. 
 

A✓ 
 
 

K2 
 

Detailed knowledge of digital marketing 
campaigns 
 

A✓ 
 

K3  Knowledge of legislation relating to advertising 
and marketing 
 

 

Relevant  
Experience  

E1  
 

Experience in operational delivery of marketing 
campaigns both online and offline 

A✓ 
 
 

E2 Experience in developing new business and 
potential opportunities that have resulted in  
improved commercial revenue outcomes. 
 

A✓ 
 

E3  Experience managing social media accounts 
and understanding sales, advertising, and 
brand development. 
 

 

E4  Experience of working in a customer focused 
environment. 
 

 

Key Behaviours B1  
 
 
 
 

Focuses on People is about considering the 
people who our work affects, internally and 
externally. It’s about treating people fairly and 
improving the lives of those we impact. Put 
people at the heart of our work, after all that’s 
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our business. It’s about making our processes 
fit people. For example 

• Be aware of the customer’s needs and 

how our actions have impacted on the 

overall customer experience putting 

things right when we need to. 

• Represents the Council in a positive 

manner to protect the Council’s 

reputation 

• Uses customer insight to improve 

service delivery at every opportunity 

 
 
 
 
 
 
 
 
 
 
 
 

B2 Takes Ownership is about being proactive and 
owning our personal objectives. It’s about 
seizing opportunities, driving excellence, 
engaging with the council’s objectives, and 
furthering our professional development.  
 

• Taking ownership of my task, breaking 
it down, engaging with persons 
involved, and reflecting if there is a 
more efficient way of achieving it 

• Going the extra mile, valuing success, 
being proactive and knowledgeable and 
taking the initiative.  
 

When we promise to do something – we do it 
and where there are difficulties, we maintain 
communication with all relevant internal and 
external stakeholders 
 

A✓ 
 

B3 
 

Works Collaboratively is about helping each 
other, developing relationships, and 
understanding other people’s roles. It’s about 
working together with colleagues, partners, and 
customers to earn their respect, and get the 
best results.  
 

• Understanding the roles of key partners 
and helping them to understand your 
role in securing positive outcomes. 

• Being approachable, listening and 
building constructive honest 
relationships 

 

 

B4  Communicates Effectively is about how we 
talk, write and engage with others. It’s about 
using simple, clear and open language to 
establish positive relationships with others. It’s 
also about how you listen and make yourself 
open to conversation. For example 

A✓ 
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• Ensures reports, documents, and 

communications are clear and relevant 

to the audience. 

• Adapts own communication style to 

tailor your message to your audience 

• Shapes team culture by the way we 

engage with customers and colleagues 

in line with the Council’s FRESH values 

 

B5  Focuses on Results is about ambition and 
achievement. It’s about making sure we are 
working towards the end product and 
considering the effect of our service. It’s about 
making the right impact, having the right result 
and changing things for the better. For 
example, 

• Defines what good looks like to ensure 

outcomes are achieved 

• Sets clear milestones, tasks and plans 

to ensure results are delivered to time 

and to the required quality 

• Manages own time effectively to 

prioritise work that delivers the 

maximum benefit for the service and 

our customers 

 

 

Special 
Requirements  

SR1 The post holder will need to work evenings and 
weekends as required by the role.  
 

A✓ 
 

SR2  The post holder will have significant lone-
working conditions in a variety of challenging 
environments and therefore must be proactive 
and flexible in their approach.  

A✓ 
 

 
 


