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APPLICATION PACK: 
DIGITAL CREATIVE PRODUCER 
 
This pack contains information about the role of Digital Creative Producer, including 
terms and working conditions, information about Impressions Gallery, Job Description, 
Person Specification, and how to apply. 
 
1. TERMS AND WORKING CONDITIONS 
 
Job title Digital Creative Producer 

 
Location Impressions Gallery, Bradford. 

 
Due to Covid-19, staff are also working from home on a 
rotational basis at present. 
 

Working hours Part-time position, three days per week (24 hours). 
 

Responsible to Director 
 

Salary £20,000 to £23,000 depending on experience (pro rata). 
 

Pension Workplace Pension (NEST) Employers contribution. 
 

Annual leave 20 days per year, plus Bank Holidays (pro rata). 
 

Contract Fixed-term for 12 months.  
Option for salary PAYE or a freelance contract, depending 
on the successful candidate’s preference. 
 

Probation All appointments are subject to satisfactory pre-
employment reference checks.  
 
The probation period for this post is 6 weeks.  
 

Closing date Friday 6 November 2020 at midday. 
 

Interviews Thursday 19 November 2020 via Zoom. 
 
A second in person interview will be arranged with next 
stage candidate(s) in November. 
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2. BACKGROUND 
 
About the role 
 
This is a new post and an exciting opportunity to take forward Impressions Gallery’s 
digital creative and engagement programmes and our digital marketing. The Digital 
Creative Producer will work across all aspects of the charity’s work (curatorial, 
exhibitions, education & learning, visitor services, retail, fundraising, marketing) to 
coordinate and deliver Impressions Gallery’s digital programmes. They will produce 
high-quality, engaging and accessible content tailored for different platforms. They will 
work with the staff team, partners and communities to support Impressions Gallery’s 
digital audience development and audience engagement. 
 
About you 
 
We are looking for a professional, highly organised, dynamic individual with a passion 
for digital. You will have up-to-date knowledge of digital trends, with an excellent 
understanding of digital and virtual audiences. Enthusiasm and a positive approach 
under the pressure of small budgets and multiple deadlines are a must. You might 
not be from an arts background, but you will have a passion for photography, visual 
arts and contemporary culture.  
 
We want our workforce to be representative of all sections of society. Disabled people 
and those from Black, Asian and minority ethnic backgrounds are under-represented 
in the cultural sector, so we particularly encourage applications from people in these 
groups. 
 
About Impressions Gallery 
 
Impressions Gallery helps people understand the world through photography. 
Established in 1972, we have grown to become one of the UK’s leading 
centres for photography. 
 
We collaborate with photographers and organisations nationally and internationally to 
commission, exhibit and publish photography. We are known for our professionally 
produced, timely, and socially relevant exhibitions, which explore themes such as 
race, gender, politics, and the environment. 
 
People are at the heart of what we do. On average 50,000 people visit the gallery 
each year. Regular events, workshops and projects provide accessible opportunities 
for all. Those taking part range from 3 years old to over 80, and are from diverse, often 
marginalised communities, including people on low incomes and from BAME 
backgrounds. Our education and learning programme benefits students from primary 
schools through to colleges and universities. 
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Impressions Gallery is a registered charity and our work is supported by public funding 
through Arts Council England’s National Portfolio and Bradford Metropolitan District 
Council. 

We are a small team of 4 full-time and 3 part-time staff, supported by freelancers and 
contractors. 

Current position and Covid-19 

Impressions Gallery is fortunate to have a strong supporter and financial base that 
means we are continuing our activity, albeit adapted. The Gallery reopened to the 
public in September 2020 after closing temporarily in March. We currently operate 
reduced opening hours and our staff work at home or at the gallery on a rotational 
basis.  

The gallery is a social space, embedded and connected with audiences in our 
communities, who we have nurtured over the years. The immediate (and ongoing) 
challenge has been to stay connected to these regular and valued visitors, whilst also 
engaging with the national photography community.  

During lockdown and the ongoing restrictions, we have worked to transpose artistic 
content and engagement activity to the digital realm. We want to build on this work by 
offering rich exhibition experiences for people who cannot come into the gallery and 
online artist-led events to support and inspire our audiences. 

Our plans for 2021 include offsite public artworks, community projects, virtual 
exhibitions, innovative digital experiences and online events, alongside the 
continuation of a full exhibition programme inside the gallery. 

The Digital Creative Producer will be central to this work; managing the production of 
high-quality, engaging and accessible content, driving digital audience development, 
and overseeing our virtual exhibitions, online events and communications. 

3. APPLICATION GUIDELINES 
 
When you send your application to us make sure you attach the following: 
 

• Covering letter (max 2 pages) explaining how you fulfil the essential criteria, 
(desirable where applicable), and why feel you are suitable for this role.  

• A current CV. 
• The names of two employee referees or similar trustworthy positions who 

have known you, at least, within the last three years. Please indicate if they 
cannot be approached prior to interview.  



 

Page 4 of 7 

Please return your application by midday, Friday 6 November 2020 to:  
 
By email (preferred): sarahhill@impressions-gallery.com 
 
Or by post to: Sarah Hill, Deputy Director, Impressions Gallery, Centenary Square, 
Bradford, BD1 1SD 
 
Please note if you have not heard from us by Friday 13 November 2020 your 
application has not been successful. 
 
Interviews will be held via Zoom on Thursday 19 November 2020. 
 
A second in person interview will be arranged with next stage candidate(s) in 
November. 
 
If invited for interview you will be asked to verify your residency status and provide 
proof, e.g. passport. 
 
If you would like any information to be provided in a different format, please contact 
sarahhill@impressions-gallery.com or call 01274 737843. 
 
DATA PROTECTION  
 
Impressions Gallery is committed to protecting your privacy. All personal data given as 
part of your application will be held and processed securely by the Gallery in 
accordance with the GDPR and Data Protection Act 2018. It will be used to administer 
your application in the recruitment process as needed. 
 
The successful candidate’s application will be retained by the Gallery and will form the 
basis of their employment contract and personnel record. Applications by 
unsuccessful candidates will be retained for a maximum of 6 months and then 
securely destroyed. Your information will not be passed to any other third parties 
during the recruitment process. For more information, please refer to the Gallery’s 
Privacy Notice here https://www.impressions-gallery.com/privacy-policy/.  
 
By submitting your application, you are consenting to your personal data being used 
and held as described above. Please ensure that the information you give to us is 
correct and that you let us know of any changes as soon as possible.  
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4. JOB DESCRIPTION  
 
Purpose of the role  
 
Working closely with Impressions Gallery’s team, the Digital Creative Producer is 
responsible for managing all aspects of Impressions’ digital work. This includes 
realising the digital elements of our artistic programme, and implementing our online 
audience development, communications and marketing strategies.  
 
By producing high-quality, engaging and accessible content tailored to different 
social media and digital platforms, the Digital Creative Producer will support digital 
audience development, digital audience engagement, digital learning and digital 
marketing. 
 
The Digital Creative Producer will ensure that all content is rigorously researched, 
concisely written and consistently produced, taking into account style and brand 
guidelines, industry standards and digital accessibility.  
 
Main responsibilities  
 
The role involves managing three areas of work: 
 
1. Creative digital programme, such as audio / filmed artist interviews and 

overseeing the production of virtual exhibitions. 
2. Online events (such as artist talks) on platforms including Zoom, YouTube, 

Instagram.  
3. Delivery of the digital elements of our marketing and communications strategy, 

including website and social media management (Instagram, Twitter and 
Facebook). 

 
Duties and responsibilities  
 
• To deliver Impressions digital creative and engagement programmes, including 

online events, artist films, podcasts, Instagram takeovers etc, in accordance with 
existing strategies. 

• To coordinate and schedule the organisation’s digital activity across different 
platforms and areas of work.  

• To understand the needs of Impressions Gallery’s digital audiences and ensure 
that digital activity is informed by ongoing evaluation, web analytics and trends. 

• To manage and, where appropriate, develop and upload digital content to 
Impressions Gallery’s website (WordPress). 

• To work with the senior management team and Visitor Services Manager to 
produce and oversee live social media content including live tweeting, Facebook 



 

Page 6 of 7 

Live, Instagram Stories. 
• To work closely with the Head of Programme to manage and implement the 

digital strand of the charity’s communications and marketing strategy. 
• To oversee the production of virtual exhibitions, liaising with external contractors. 
• To work with the Learning Manager to enhance and deliver our digital education 

and learning offer. 
• To ensure all digital content meets guidelines for web content production, 

including Impressions Gallery’s style and brand guidelines, SEO best practice 
and World Wide Web Consortium Accessibility Guidelines (WCAG). 

• To gather relevant digital data including web analytics and social media 
engagement insights to monitor performance of our digital content and share with 
colleagues for strategic and reporting purposes. 

• To monitor online security and flag any concerns to the Deputy Director. 
• To liaise and manage the relationship with our external web developer and other 

contractors as relevant.   
• To grow and maintain custom audiences and email databases ensuring 

compliance with GDPR. 
• To implement effective Search Engine Optimisation to extend the reach and 

performance of the website. 
• To act in accordance with Impressions Gallery’s policies including diversity, equal 

opportunities, safeguarding and health and safety. 
• To advocate for the charity and, where appropriate, attend key events and 

exhibitions in our programme, as well as representing us at external meetings.  
• To assist the charity’s fundraising aims by supporting relationships with existing 

and prospective funders and identifying opportunities. 
 
Essential knowledge and experience 
 
• Experience of working in a similar role (preferably in the arts and/or charity 

sector, though it does not have be). 
• Excellent knowledge of social media platforms and experience of growing social 

media channels, both in terms of headline metrics and engagement. 
• Experience of producing live social media content. 
• Good working knowledge of SEO and web accessibility standards. 
• Good working knowledge of content management systems (WordPress or 

similar). 
• Experience of analysis and reporting, using web analytics and other tools.   
• A good understanding of current digital trends.  
• Understanding of cyber security.   
• Experience of working with partners and external contractors.  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Essential skills and abilities  
 
• Excellent organisational skills, with the ability to plan and deliver multiple projects 

simultaneously to time, to budget and to a high standard. 
• The ability to stay calm under pressure and prioritise workload to accommodate 

urgent tasks.   
• High degree of IT literacy, including proficiency in using all Microsoft Office 

applications. 
• Practical skills in InDesign and Photoshop. 
• Strong interpersonal skills, with an ability to build effective working relationships 

with a range of colleagues and stakeholders, and a positive manner.   
• Strategic and creative thinking, flexible and open to new ways of working.  
• A strong interest in, and ability to anticipate, current and future digital trends. 
• Excellent communication skills, with an ability to produce clear, engaging and 

accessible copy tailored to different audiences and platforms. 
• An understanding of the principles of diversity and representation and 

commitment to embed them throughout your work.   
• Conviction in the importance of arts and culture to society. 
 
Desirable skills and abilities 
 
• Knowledge of contemporary photography, or experience of working in the arts 

(including voluntary / freelance roles). 
• Video and audio editing skills. 
• Web development skills. 


