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Sales & Marketing Manager – Fixed Term 
Maternity Cover  
 

Introduction/Background to the Role 

 
The Common Room of the Great North Limited (CRGN) is a new limited company 
and registered charity, created to take forward the restoration and redevelopment of 
its Grade 2* listed 19th Century building, Neville Hall on Westgate Road, Newcastle 
upon Tyne (known to many simply as ‘The Mining Institute’) and to preserve its 
internationally important collection and archive and make it available to a wider 
audience through a programme of digitisation.   
   
CRGN has been successful in securing funding from the National Lottery Heritage 
Fund, and several Trusts, Foundations and individual donors, enabling it to proceed 
to develop and restore the Mining Institute building.   
   
The £7.1 million development project will deliver    

• From July 2021 a fully accessible, restored building. With climate-controlled 
spaces for archives and collections and a library facility for its users, education 
spaces for learning and conference and meeting spaces for commercial, 
educational and community hire.   

• On-line worldwide access to the collection and archive, piloted from 2019 and 
fully completed by 2023.   

• A catering and bar infrastructure to serve the public and produce the commercial 
income to cover overheads and produce surpluses to underwrite an ongoing 
education and engagement programme in the building and in the region.   

• A heritage interpretation programme which enables the public to understand and 
celebrate the heritage.   

• An opening Festival from July 2021 implemented flexibly to ensure we can use 
the building for commercial use. 

• A celebratory Festival in 2022, commemorating the 150th anniversary of the 
building’s completion in 1872 and the 175th anniversary of the Institute’s 
foundation in 1856.   

   
The Common Room will be ‘a celebration of graft and glory; telling the stories of the 
North East that changed the world, then and now’ by…   
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• Revitalising our Grade 2* Listed building and making a step change in the access 
and interpretation of our internationally recognised archive of the Industrial 
Revolution we will provide the space, and inspiration, for new collaborations and 
innovations.   

• Instilling pride, ownership and understanding to support the North East 
economy…   

• Using our unique heritage to inspire the next generation of innovators and 
engineers…   

• Engaging with the business community, The Common Room programme will 
deliver this, providing education and enrichment for young people, promoting 
skills development for the region's workforce, and engaging the public with the 
heritage.   

   
Further details of The Common Room and the project can be found on our website -
 www.thecommonroom.org.uk   
  

Job Description 

 
 

Job Summary and Purpose 

 
We are looking for an enthusiastic salesperson and marketeer to join the senior 
management team at The Common Room to support our Sales & Marketing needs 
as maternity cover. You’ll have a strong background in marketing or event 
management with a commercial eye and thrive on securing the sale. You will be 
used to managing a PR agency and a small team and be keen to play a part in the 
history of this 150-year-old building.  
 
We recognise that organisations that are diverse and inclusive perform better than 
less diverse organisations so we are working hard to ensure that The Common 
Room has this balance on our team and Board to represent our region and steer our 
future strategy. We would positively encourage applications from underrepresented 
groups including BAME applicants, LGBTQ+ applicants and disabled applicants. 

  

The postholder will report to the Chief Executive, Liz Mayes, and work as part of a 

management team of The Common Room alongside the Finance and Operations 

Job Sales & Marketing Manager – fixed term maternity cover 

Salary £28,000 - £30,000 depending on skills and experience 

Duration Full-time, fixed term 12 months maternity cover. We are 
open to flexible working arrangements.  

Reports to Chief Executive 

Line Manages Sales & Marketing Coordinator 
Freelance / external agency contracts 
Events Assistant (not in post until Summer 2021)  

Location Neville Hall, Westgate Road, Newcastle (home working 
available if required due to covid-19) 

http://www.thecommonroom.org.uk/
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Manager, the Programme and Engagement Manager, the Library and Archive 

Manager and Bar and Catering Manager with responsibility to: 

• Continue the development and implementation of marketing strategies which 

promote The Common Room services to our key markets. 

• Continue the development and implementation of direct and indirect sales 

strategies to enable The Common Room to reach its budgeted income targets 

for room hire, catering, beverage, and retail sales.  

• Work with colleagues in Operational Management and Trading Company 

Management to deliver a sustainable venue hire offer which reflects The 

Common Room brand and programme, meets the needs of our diverse 

audience, whilst achieving and exceeding financial targets. 

Main Responsibilities/Activities 
 

• In partnership with the Chief Executive, to continue to develop and implement 

The Common Room’s venue hire strategy, in line with The Common Room 

brand and current venue hire strategy as set out in our Business Plan. 

• Working with our external PR agency, to implement the sales and marketing 

strategy for the launch of the building and develop the strategy for the first 

year of trading -which promotes the venue hire, catering and café bar offers to 

our key markets. 

• To monitor the venue hire and trading budgets against agreed Key 

Performance Indicators (KPIs)  

• To analyse sales figures for all areas of operation, interpreting trends and 

forecasting future hire volumes to maximise profits  

• To ensure the organisation’s long-term sustainability by assisting the Chief 

Executive and Finance and Operations Manager to identify potential income 

generation opportunities from alternative (or additional) venue use strategies.  

• To develop key relationships with current and potential users of the building 

and The Common Room services and charitable activity programme 

• To manage the sales and booking of events, working with the Sales & 

Marketing Coordinator. Including dealing with enquiries, following up with 

potential clients, meeting clients, and promoting offers.  

• To manage all outward communications including PR, Media and Comms 

• To support the roll out and management of our events booking/management 

system (Priava) and working with the Finance and Operations Manager to 

ensure effective systems for bookings and invoicing are in place, reviewing 

and updating business processes as necessary  

• To maintain effective communication and working relationships with 

colleagues in order to ensure a joined-up approach to venue activity  

• To maintain, develop and manage The Common Room website as a tool for 

the marketing and promotion of the business  

• To successfully line manage the Sales and Marketing Coordinator in line with 

existing KPI’s.  

All staff are expected to: 
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• Positively support equality of opportunity and equity of treatment of colleagues 

in accordance with the Diversity Policy/statement. 

• Help maintain a safe working environment by attending training in Health and 

Safety requirements as necessary and following local safe working practices 

and the Health and Safety Policy. 

• Given the focus of our Charity on supporting young people successful 

candidates may be required to undertake an advanced DBS check.  

 

Person Specification 

 

Essential skills, knowledge and experience 
Qualifications / training  A relevant qualification (eg. degree in Events Management, 

Business, Management, Marketing, or related topics) or 
equivalent training and experience. 

Sales/Marketing 
experience 

A minimum of 3 years’ previous experience in a 
commercial marketing & sales role. 
 

Communication and 
customer service skills  

Experience of working with the public and delivering 
excellent customer service   

Organisational skills  Extremely well organised, with great attention to detail, and 
an ability to coordinate, timetable and balance a broad 
range of priorities and projects   

Events / project 
management  

Experience of delivering large-scale events and/or of 
leading major projects   

Line management 

 

Experience of managing staff, both employees and teams 
of casual/freelance events staff 

Financial management Experience of working within, monitoring budgets, and 
keeping financial records. 
 

IT skills  Excellent IT skills, including experience of using word 
processing and spreadsheet programmes 
Experience of Priava or similar bookings, CRM and Venue 
Management systems.  

Administration skills and 
experience  

Experience of working within a role involving a high degree 
of administration   

Personal attributes A commitment to the future of the North East of England 

 

Desirable skills, knowledge and experience  

 

Please note, an induction programme and on-going development and training will be 
offered, but the ideal candidate will have some of the following desirable skills, 
knowledge / experience:  



5 
 

 

Culture and /or 
heritage experience  

Knowledge of the heritage and cultural sector and the North 
East of England 

Economic awareness 
Previous work with the business sector, evidence of 
understanding of the North East economy 

 
 

Appointment and Application Details and Timetable 
 
Advertising 2nd Feb 2021 to 19th Feb 2021. 
 
Shortlisting by 24th Feb 2021. 
 
Panel interviews 1st and 2nd March 2021.  
 
Please send CV and covering letter to Anne Bartle 
anne.bartle@thecommonroom.org.uk by close of business on 19th Feb 2021. Please 
ensure this indicates the earliest date you would be available to start work if 
appointed, and whether you would be available for handover meetings with Philippa 
King-Williams, our current Sales & Marketing Manager between 15th and 26th March. 
 
Please provide the names and contact details (email and phone) for two referees, 
one of which will be a recent or current employer. We will not contact your referees 
without your permission. 
 
Follow up of references and job offer - week commencing 1st March 2021. 
 
Target appointment start date - week commencing 15th March 2021. 
 
 

mailto:melissa.forster@thecommonroom.org.uk

