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Introduction 
 
Funded by Arts Council England, LeftCoast delivers Blackpool and 
Wyre’s Creative People and Places programme to develop greater 
access to arts and culture for those that wouldn’t normally spectate or 
participate. We create and co-commission a wide range of arts 
programmes from large-scale spectacle to smaller, bespoke projects in 
our neighbourhood communities.  
 
LeftCoast supports all the people involved in our projects to develop a 
greater sense of well-being and connectivity to the places that they live 
in. We work with individuals, organisations, volunteers and whole 
communities to bring about positive change and improve the quality of 
life in local areas. 
 
We require a highly motivated and people savvy individual to help us 
deliver, promote and report on a dynamic programme of creative 
community engagement activity that includes:  
 
Get Dancing – This creative 
and ambitious project called 
on the public to invent a 
brand-new Blackpool dance 
for the 21st century, 
inspired by the town’s own 
vibrant dance legacy. 
Residents from the Town 
and around the world are 
now invited, learn the dance 
and present the dance as 
part of Blackpool’s LightPool 
festival in October 2021. 

 

Artists in Residence – We 
have artists working in 
estates in Blackpool and 
Wyre.  There are three 
new residencies planed for 
the end of 2021 early 2022 
in Hawes side.    

In Flakefleet we have just 
finished hosting the Inside 
out exhibition in Fleetwood hospital and will be working on the legacy 
of that with Gill Wood and Fleetwood trust.   

Mereside Laundrette – a project stalled by Covid but now fully funded 
and partners confirmed, will see the creation of a pop up laundrette and  
community space in Mereside.  The space will be co created with 
architects and a team of community representatives in the autumn with 
a launch date early 2022.   

Our next three years –  We are a Creative People & Places project,  our 
work has to be research and development based. Every three years we 
write a business plan that, both applies for funding and informs what 
our delivery will be and how it goes forward from what we have learnt.  
As a team we hold social purpose as a key value. We work to support 
people to engage in the arts who wouldn’t normally, encourage people 
to consider a new perspective on the every day, and enjoy making 
people smile.  This is a great time to join LeftCoast as you would be play 
a part in the development of the next three years development plans 
and then be part of the team that delivers them.  

The LeftCoast Mission: 

To bring people together (audience, participants and partners) 
through our work as creative disrupters and joy makers, placing art 
and making, at the centre of all our activity 
 



 
Job Description 
 
Title:    Digital Communications &  Data Co-ordinator 
Reports to:   LeftCoast Operations Manager  
Located at:  Art B&B, The Promenade, Blackpool 
 
Job purpose  
To create and publish LeftCoast’s communication content, social media 
engagement and effectively manage project data.  

The postholder will operate with a high degree of autonomy and bring 
ideas to the team of how to promote our brand, interact with the public, 
our volunteers and raise our profile with key stakeholders and policy 
makers.  

We would like a ‘can do’ individual to 
imaginatively tell the stories of our 
participants, projects and organisation 
through our social media channels, website 
and other forms of digital/analogue 
communications. In addition, we would like 
you to collate, monitor and organise our 
digital data (from participants, partners, 
audience) and keep us compliant with GDPR. 

You will love the variety of being our Digital Communications and Data 
Assistant. One day you could be copy-editing and posting content, the 
next updating the website or preparing a newsletter, you might be 
managing mailing lists, collating data for a funder’s report, talking to a 
designer, welcoming people to an event or meeting with a partner 
organisation.  

In this role, you will be part of a busy, 
friendly and supportive team, actively 
involved in the decision-making about 
LeftCoast’s dynamic programme. It will 
be a challenging and demanding role - 
multi-tasking requests from a number of 
different people and projects - but we 
know this is an ‘out of the ordinary’, 
enjoyable and rewarding job for the right 
candidate. 

 

 

Duties and Responsibilities 

 Planning, development, co-ordination and evaluation of 
integrated communication and PR activities for LeftCoast 

 Proactively seek and develop content for Facebook, Twitter, 
Instagram that engages diverse audiences.  

 Ensuring that the LeftCoast brand is used consistently and 
appropriately across all PR and communication activities.  

 Drive publishing on LeftCoast’s social media including 
managing channels, planning schedules, collating and 
producing content and assist with monitoring and evaluation 
against objectives.  

 Producing copy for diverse print and digital platforms, 
including outlining, writing and proof-reading press releases, 



social media posts, newsletters and other texts such as 
brochures, leaflets, adverts and invitations.  

 Develop and manage systems for logging data for monitoring 
and evaluation. Generate management reports from 
programme evaluation information and data. 

 Create and maintain a regular communication method for 
LeftCoast volunteers, that keeps them informed and engaged. 

 Undertake administrative duties relating to communications 
work including updating databases, digital archiving and filing.  

 Assist the LeftCoast team in liaising with external designers in 
the production of communications materials, including 
managing feedback and approvals.  

 Update content for the website and social media and produce 
live content for social media by participating in programmes, 
including but not limited to, events during weekends and 
evenings. 

 Assist the LeftCoast team to raise the organisation’s profile in 
the media locally, regionally, nationally and internationally by 
working closely with key media contacts across consumer and 
specialist platforms (print, broadcast and online).  

 Assist the Operations Manager in the collation of audience and 
participation data and drafting communications for evaluation 
reports in line with Funder requirements.  

 Ensure that BCH policies, including Equal Opportunities, Health 
and Safety and Safeguarding are adhered to.  

 Promote Equality, Diversity and Inclusion.  
 Develop and manage contact database and any other data 

regarding project communications securely. Adhere to the 
General Data Protection Regulation and the Data Protection 
Act 2018 

 
 

 
 



Qualifications  
 
GCSE Maths and English  
 
Experience  

 
 A minimum of 3 years relevant experience in a communications 

role, successfully managing a Facebook page, a Twitter feed 
and an Instagram feed for another professional organisation. 

 Experience of creating and delivering effective social media 
strategies for specific projects which increased audience or 
participant engagement.  

 Knowledge of GDPR 
 Knowledge of monitoring and evaluation tools and techniques, 

to help reporting and inform strategy.   
 Experience of working with the general public 
 
Skills 
 
 Excellent verbal, written and interpersonal skills. 

 Utilising digital platforms and tools for: website development 
(e.g.WordPress) scheduling (e.g., Hootsuite/Agorapulse) 
reporting (e.g. Google analytics) and project plannning (eg. 
MURAL) 

 Using a CMS, Mailchimp, Survey Monkey and Eventbrite 

 Organising a varied workload, working under pressure and 
delivering to deadlines  

 Able to collect, collate, analyse and present data.  
 Able to drive. 

  

 Personal characteristics  
 
 Team oriented, collaborative 

 A creative thinker, a storyteller and a problem-solver 

 Committed to breaking down the barriers to the enjoyment of, 
and participation in, the arts.  

 Keeps up to date with the latest trends/developments in social 
media. 

 Genuinely excited about working in Blackpool and Wyre.



Digital Communications and Data Co-ordinator – Terms of 
Employment 
 
Contract:   Fixed term until 31 October 2022 

(We hope to be able to extend this, subject to successful funding 
applications) 

 
Working Pattern:  5 days per week 37hours 
  
Salary:   £27,041.25 per annum  
 
Notice period:  One month  
 
Probationary period:  Six months, with one month’s notice  
 
Pension:   Local government pension scheme  
 
Holiday Entitlement:  20 days, plus Statutory Bank Holidays 
 
If you would like to speak informally about this role, please contact 
the LeftCoast Office on 01253 532989 and leave a message. 
 
For further details and to apply, please visit Blackpool Coastal 
Housing website at www.bch.co.uk/jobs to complete an online 
application and a Job Pack will be available to download. 
 
The closing date for applications will be:  12 noon on 17th September 
2021, Shortlisted applicants will be notified by 23rd September 
invited for a digital/physical interview on the 30th September 
dependent on current restrictions.  

 
 
 
 
 

 


