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Job Description – Marketing and Functions Administrator (part-time) 

 
Role Description 
 
Job Title:   Marketing and Functions Administrator, Llanthony Secunda Priory 
 

Llanthony Secunda Priory is recruiting for a temporary part-time Marketing and Functions 
Administrator. This is a temporary position, funded by a ‘Culture Recovery Fund for Heritage’ 
grant, with thanks to DMCS, Historic England and the National Lottery for Heritage Fund. 
Any possible extension of this position would depend on additional funding.  
 
The Marketing and Functions Administrator will take a lead on developing the Functions income 
for Llanthony Secunda Priory, focusing on the Wedding and Venue Hire offer. This role will also 
lead on marketing and promoting the wedding offer and venue hire.  
 
The Marketing and Functions Administrator will also help to promote the Events Programme 
and Project activities, support the development of the ‘Friends of Llanthony Secunda’ 
membership scheme, as well as supporting the office admin and financial procedures, including 
processing orders and invoices.  
 
This position does not have line management responsibility, but will work actively with the 
Project Curator, Llanthony Secunda volunteers, Event Duty Managers and LSP trustees. 
The Marketing and Functions Administrator will be managed by the Heritage Manager. 
 
This position is for a contract of up to 5 months, with a preferred start date at the end of 
November; the contract finishes on 31st March 2021. 
 
The contract is for 21.5 hours per week (or 0.6 FTE); ideally spread over 3 or 4 days, to include 
Fridays. The working hours would normally fall during office hours, but occasional evening or 
weekend work may be required. 
 
Some homeworking may be arranged, but the majority of working hours are to take place at the 
Llanthony Secunda Priory Trust office in Gloucester (we are a Covid-19 secure workplace). 
 
Salary is £21,450 full-time/ £12,870 Pro Rata (equivalent to £11.00 p/h) 
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Person Specification 
 
Roles and responsibilities 
 
 

• Handling queries and requests for venue hire, weddings and events, showing around 
clients, managing client communication and processing venue hire bookings. 

• Developing the existing wedding and venue hire offer (reviewing offer, setting up 
supplier contracts, setting up admin and financial processes). 

• Marketing the weddings and venue hire, to include organising a ‘Wedding Open Day’. 
• Managing ongoing bookings, including venue hire and Gloucestershire College Room 

requirements and bookings. 
• Supporting and developing the ‘Friends of Llanthony Secunda’ membership scheme, 

including marketing of the scheme and organising a launch event. 
• Supporting the Heritage Manager and Project Curator with Marketing and 

promotion; updating website content and social media updates, ordering marketing 
materials, preparing for events and sending out press releases.  

• Collating feedback forms and information from events and venue hire bookings. 
• Administrative support on other activities: trustee reports, office administration, 

orders and invoicing, working with local businesses and stakeholders etc. 
• Work at all times in accordance with the aims of the Llanthony Secunda Priory Trust, 

and appropriate policies, particularly those for equality, diversity, safeguarding and 
health and safety. 

• Additional specific tasks or areas of responsibility may be allocated to the Marketing 
and Functions Administrator dependent on their skills, experience and interests, and 
taking into account the limited contract time. 

 
 
Experience Requirements 
 
 

A minimum of 2 years’ experience of working with (Microsoft) IT packages  Essential 

A minimum of 2 years’ experience of working in a Customer Service environment Essential 

Experience of financial administration (processing orders and invoices)  Essential 

Experience of managing functions, events or private hire bookings Essential 

Marketing experience, including website and social media updates, and content 
writing 

Essential 

Experience of working with volunteers and/or trustees Desirable 

Experience of working with external companies and stakeholders Desirable 

Experience of working for a charitable organisation Desirable 
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Application Process 
 

To apply for this position, please send us: 

• An up to date CV (maximum of 3 pages) 

• A Cover Letter explaining your interest and suitability for the role (maximum of 2 pages) 
 
 
Applications will be confirmed, and all applications will be notified whether they are shortlisted 
for the interview process.  
 
Due to the amount of anticipated applications, if you are not shortlisted to interview we are 
unable to provide feedback on your application. 
 
Please send your CV and Covering Letter to: emma.davies@llanthonysecunda.org 
 
 
Deadline for Applications: 
Thursday 29th October, 11pm 
 
 
Provisional Interview date: 
Monday 9th November  
 
 
  

Last Job Description Update: 05 October 2020 
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About Llanthony Secunda Priory 
 
Llanthony Secunda Priory was established in 1136, after canons from Llanthony Priory (in 
Monmouthshire, also known as ‘Llanthony Prima’)) had fled from Welsh raiders. 
Miles of Gloucester, Earl of Hereford, provided the canons with land just outside Gloucester for 
a second priory to be built. Llanthony Secunda was managed by Augustinian canons who 
provided public ministry, ran schools and provided hospitality to locals and visitors.  
 
The Priory was a huge landowner: at the time of its Dissolution in 1538 it was the 7th richest 
Augustinian House in the country, owning 97 churches, 51 manors and lands around England, 
Wales and Ireland. After Henry VIII’s Dissolution of the Monasteries, the buildings suffered 
further damage in 1643 during the Siege of Gloucester. It is said that the nursery rhyme of 
‘Humpty Dumpty’ refers to the large cannon that was fired in Llanthony’s grounds during this 
siege. 
 
The remaining site became ‘Llanthony Abbey Farm’, which saw the arrival of the Gloucester and 
Sharpness Canal in the 1820s. The farm was vacated following the introduction of the railways 
in the 1890s, which removed any evidence of the medieval church. The site was used as a scrap 
yard between 1974 and 1991. 
 
The Llanthony Secunda Priory Trust (LSPT) was formed in 2007 to preserve the ancient 
scheduled monument and its Six Grade I listed buildings and structures, as well as a Grade II 
listed building. All structures were on the ‘Buildings at Risk’ register, representing the largest 
collections of ‘at risk’ structures in the South West.  
The volunteer trustees spent 10 years raising funds and preparing the ‘ReFormation’ project to 
rescue the site, and in the last three years this project has come to fruition, and bar one historic 
wall, all structures have now been taken off the ‘Buildings at Risk’ register.  
 
The LSPT had planned to develop and grow the number of public events and private hire 
functions for 2020. Due to the Covid-19 pandemic and concurrent regulations, many of the 
public events have been postponed or cancelled. 
Although the Priory’s buildings remained closed and only reopened in September, the grounds 
remained open for local people to enjoy safely throughout the lockdown period. 
 
Although there is still much uncertainty for 2021, the LSPT is keen to keep developing Llanthony 
Secunda Priory as an accessible cultural venue, hosting events, community activities, art displays 
and private functions. The Marketing and Functions Administrator will play an active role in 
supporting these developments. 
 
 
 


