
 
 

London School of Mosaic  
Job Description 

 
Position: Communications and Creative Assistant 
 
Background 
 
London School of Mosaic (LSoM) is a charity dedicated to the teaching mosaic studies to the 
widest cross-section of people possible. We train people school age to adult, from beginners 
to degree level and post-graduate, setting professional and creative standards of excellence. 
We are also involved in bringing back into use empty spaces around our school, so that 
artists and small start-up businesses have affordable space. 
 
Job Purpose 
 
Supporting the smooth running of the office and studio: answering phone and emails, the 
door, greeting visitors and showing them around and documenting our activities visually. 
Communicating the various activities of LSoM with existing customers and growing our 
network through creative and innovative use of social media, press and our niche industry 
channels. The goal is to increase the quality of our communication output and through that 
to recruit students and maximise place take-up on both the diploma course and other short 
courses. To assist our team with all aspects of running the school, especially through 
representing the school at events, documenting (photo and film) our activities and 
administration of our courses.  
 
Communications 
 

 To contribute to team meetings where organisational and/or marketing needs are 
discussed and timeline for action points identified 

 To document our work in the studio as evidence of our activities, with the aim for this 
to feature as marketing material (e.g. using a digital SLR, filming etc.) 

 To gain consent for documentation and dissemination of persons photographed  
 To populate our social media accounts on a day-to day basis and communicate with 

our existing community while identifying ways to grow this 
 To oversee our Mailchimp mailouts and produce visual content for these, which is 

placed alongside text to be provided by the team 
 To update or design marketing materials attractive to people from various 

backgrounds, including disseminating these (use Adobe design software) 
 Support the team with marketing/sales activities by preparing, planning and project 

managing the publication of all publicity  
 To assist the team in planning and organising marketing functions and operations 

(course promotion, branding, communications etc.) and ensure they project the 
charity’s unique “voice” 



 Optimize positive relationships with organisations and networks including local 
companies, with a view to securing new commissions 

 Organise and implement company events including exhibition launches 
 Liaising with local schools and building relationships with them 

 
Administration 
 

 To answer our info@lsomosaic.com email account and be in charge of registering short 
course bookings (shared responsibility with Head of Education) 

 To assist with other administrative tasks as instructed by the team, e.g. filing customer 
data, proof-reading documents, ordering supplies and filing office documents 

 To answer enquiries from customers and support our students, i.e. help them use our 
computers and printers 

 Ad hoc administration (i.e. for events) 
 
Studio Tasks 
 

 Support staff where necessary with delivering practical workshops and creative activities 
 Make sure the office and communal spaces are organised and look presentable (within means 

of a busy workshop environment) 
 Make sure our mosaic book library is well organised 
 Help students with computers and printers as and when required 

 
 
Skills and Abilities  
 

 Has good photography and graphic design skills and is enthusiastic about community art 
 Has good IT skills and knowledge of social media (and SEO desired) 
 Demonstrates excellent interpersonal and organisational skills whilst working as a trusted and 

efficient member of the team 
 Works independently as part of a small close working team 
 Displays a high standard of personal presentation at all times as the first point of contact for 

London School of Mosaics 
 Demonstrates a high level of trust and reliability whilst maintaining confidentiality and 

discretion 
 Offers a welcoming and helpful attitude to students, enquirers and visitors 
 Self-motivated, reliable and dependable – gets the job done, follows up on actions  
 Strong written and oral communication skills, can work effectively at all levels 
 Organised and effective with setting up and maintaining office systems  
 Values diversity and fully supports the principles of equality, fair treatment and respect for 

difference  
 

Previous Experience and Qualifications 
 

 Previous experience in a creative role such as in communications/marketing/graphic design or 
related, where candidate has produced visual and written content  

 A successful applicant will send us examples of communications content they have produced 
e.g. a portfolio of photographs, an Instagram account, a flyer or a blog written 

 Previous experience in an administrative or communications role is desirable 



 A personal interest in and/or previous work experience in the arts, crafts and 
architecture/design sectors is desirable 

 An undergraduate degree in an art or design related subject 
 
Terms and Conditions 
 
During development phase the role is 3 to 4 days, potentially full-time later  
 
Salary £22,000-£25,000 pro rata (depending on skills and experience) 
 
Limited flexitime hours.  Between 8.30am and 6.00pm (flexible hours to be agreed with Principal) 
 
20 days holiday (pro rata) plus bridging days between Christmas & New Year 
 
Contact and/or apply  
 
Contact: david.tootill@lsomosaic.com  


