
Role:  HEY Creative Marketing & Admin Coordinator (Freelance)   

Dated: 19 June 2026 

Term:   1 day per week, 1yr / 52-day contract 

Rate: £150 per day, Freelance 
Total contract value £6,240 
Plus reasonable expenses to be agreed in advance 

Deadline:  3 July, 5pm 

Start date:  ASAP 

Location: Hybrid, with co-working space in Hull City Centre if needed. Ability to meet 
occasionally in Hull and East Yorkshire is required. 

About HEY Creative 

HEY Creative is a partnership that supports the cultural sector across Hull and the East Riding 
of Yorkshire, creating the conditions for culture and creativity to flourish and enhance quality of 
life. 

Working across sectors including business, health, education and local government, HEY 
Creative connects partners, advocates for the sector, and delivers initiatives such as the Hull & 
East Yorkshire Creative Charter. 

HEY Creative is overseen by a Board of 18 cross-sector organisations and individuals who all 
work together to strengthen arts and culture in Hull and East Yorkshire. 

About the Role 

We’re looking for a proactive and organised Marketing & Admin Coordinator to support the 
delivery of HEY Creative’s communications and day-to-day operations; someone who can help 
promote and provide support to the projects in a way that reflects HEY Creative’s ethos: Agile, 
Collaborative, Innovative, Inclusive, Nurturing 

This is a flexible freelance role (approx. 1 day per week but this may vary) with a key focus on 
managing and growing engagement with the Creative Charter, alongside general administrative 
support across HEY Creative projects and workstreams. 

The Creative Charter is a key initiative launched in 2024, already bringing together over 150 
organisations and showcasing how they support arts and culture in the region. 

You will work closely alongside Lisa Mallaghan, Chief Ocicer, who also works freelance approx. 
2dpw / 120dpy. 

How to Apply 

Please email info@hey-creative.co.uk by 3 July 5pm with: 

1. A short (max 2-page) cover letter that briefly explains your experience against the Key 
Responsibilities and Essential Criteria 

2. An up-to-date CV with relevant work experience and references 

mailto:info@hey-creative.co.uk


Role:  HEY Creative Marketing & Admin Coordinator (Freelance)   

Dated: 19 June 2026 

Key Responsibilities 

Marketing & Communications 

• Lead on the monthly Creative Charter newsletter (planning, drafting, scheduling and 
distribution) 

• Maintain and grow engagement with Charter signatories through regular 
communications 

• Support ongoing promotion of the Creative Charter, including social media and content 
creation 

• Deliver the annual impact survey of Charter signatories and develop case studies of 
best practice examples 

• Assist with general website updates and basic content management 
• Maintain general Social Media presence (primarily LinkedIn and Instagram) and deliver 

regular content 
• Support delivery of a variety of campaigns, announcements and events 

Administration & Coordination 

• Provide general admin support across HEY Creative’s workstreams (Unite, Advocate, 
Grow, Include) 

• Maintain contact lists, stakeholder databases and mailing lists 
• Support meeting coordination (scheduling, agendas, note-taking where needed) 
• Assist with tracking activity, actions and project progress 
• Support light-touch finance/admin processes (e.g. invoices, updating trackers) 
• Help coordinate activity linked to key projects (e.g. campaigns, events) 
• Support communication with partners and stakeholders 
• Assist with gathering content, case studies and impact stories 

Person Specification 

Essential Criteria 

• Great team player, friendly and collaborative 
• Strong organisation and admin skills 
• Excellent attention to detail  
• Ability to work independently and manage time ecectively 
• Experience in social media marketing, communications or digital content 
• Confident writing skills (newsletters, social media, web content) 
• Experience using email marketing and/or website platforms - Mailchimp & Word Press 

Desirable Criteria 

• Experience in arts, culture or place-based work 
• Experience working freelance or in a small team environment 


