Job Description: Distribution Co-ordinator


Reporting to: Marketing Manager

Department: Marketing 


Hours: Between 20 and 30 hours per week, plus occasional additional hours as required (e.g. Christmas or May festival) £7.83 p/h
As Distribution Co-ordinator, you are responsible for overseeing the circulation and maintenance of promotional posters, flyers and brochures for Komedia events, both internally and externally. You will also support the Marketing Manager and team in order to further the profile of and increase ticket sales for Komedia.
Key tasks and responsibilities
Distribution
· Checking and updating posters and flyers around the building 
· Maintaining and replenishing brochure racks 

· Recycling print / keeping print areas and shelves tidy 

· Contacting promoters to chase up when print material for shows will arrive
· Distributing the brochure (and sometimes posters and flyers) in key locations around Brighton and the surrounding areas on foot (including offers where necessary)
· Hand-to-hand flyering around Brighton
· Researching new places to distribute print, including event-specific locations

· Maintaining and updating all lists in the Komedia distribution folder
· Overprinting posters and flyers as required

Marketing & Audience Development
· Contributing to Krater comedy audience development initiatives
· Assisting the Marketing Manager with the May Festival and Christmas campaigns 
· Generating group bookings for Krater and the KCP via research 
· Updating business and organisation database with contact details and notes

General
· Contributing ideas for new distribution and marketing initiatives

· Attending any marketing meetings 

· Meeting with and updating the Marketing Manager on work progress weekly and carrying out any other tasks as directed
