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POSITION OVERVIEW 

Job Title Director – Marketing & Communications  

Reports to Director General 

Location Central London, Kensington W8 

Hours  Full time, with occasional out-of-hours requirement 

 

INTRODUCTION TO JAPAN HOUSE LONDON 
Japan House is a global initiative led by the Japanese Ministry of Foreign Affairs (MoFA). There are three Japan 
Houses, located in Los Angeles, São Paulo and London with the aim of providing a forum for creative and 
intellectual exchange between Japan and the rest of the world. Japan House London focuses on the UK, inviting 
guests from diverse backgrounds and with a variety of interests to explore, interact with, and immerse themselves 
in Japan’s rich and diverse cultures.  

Japan House London opened on 22 June 2018 and is the new cultural home of Japan in London. Presenting the 
very best of Japanese art, design, gastronomy, innovation, and technology. Japan House London provides unique, 
imaginative insights into contemporary Japan, its cultures and people. It is a living expression of culture in Japan, it 
is about Japan now, and provides an authentic experience for visitors.  

Located on London’s Kensington High Street, the venue takes up three floors (3,000m2) in the stunning Grade II 
Heritage Listed Art Deco building that was once Derry & Toms department store.  Offering an exhibition gallery, 
events space, a library, a Japanese restaurant and a social retail floor of thoughtfully curated Japanese products, 
providing accessibility to audiences driven by a consumer world. This is complemented by a diverse line-up of 
exhibitions, events, workshops, and seminars. A travel information hub is located on the ground floor and run by 
the Japan National Tourism Organization (JNTO) and the Japan Foundation has offices and meeting space on the 
ground and 1st floor.  

Japan House London aims to provide a forum for creative and intellectual exchange between Japan and the UK, by 
inviting guests from all backgrounds and with a variety of interests to explore, interact with, and immerse themselves 
in Japan’s rich and diverse cultures.  

Since opening until the end of October 2019, Japan House London has presented seven major exhibitions Seasons: 
Futures of the Future; Biology of Metal, SUBTLE, Prototyping in Tokyo; Living Colours; This is Manga and Anno’s 
Journey. Over 600,000 visitors have visited Japan House London and over 200 events have taken place.  

 

 

 

 

 

VISION FOR CHANGE 

Japan House will broaden appreciation of Japan’s special contribution to the 21st Century by creating 
enduring cultural, social and economic relationships between the peoples of Japan and the United 
Kingdom. 



PURPOSE OF THE ROLE 
The Director – Marketing & Communications is tasked with making Japan House London a respected and 
recognized attraction within London’s rich cultural landscape.   

The role encompasses both external and internal marketing communications responsibilities.  

1. You will be Japan House London’s audience ambassador, identifying and engaging with new and existing 
audiences to achieve our audience-related KPIs. 

This includes expanding and building new relationships with relevant third parties and visitors to Japan House and 
developing and implementing marketing and communications strategies and campaigns to support this. For 
example: 

 Reaching out to and engaging with a diverse range of target audiences. 
 Increasing footfall to Japan House. 
 Increasing the volume of relevant traffic to the Japan House London website and engagement with it. 
 Supporting and enhancing social media presence to increase number of followers and interaction.  
 Providing metrics and reporting to demonstrate success. 
 Encouraging guests and partners to have an ongoing relationship with Japan House through the development 

of brand collaborations and traditional and digital media initiatives. 
 Encouraging and supporting a deeper knowledge about and appreciation of Japan, as well as contributing to 

creating a legacy of new and enduring relationships between Japan and the U.K. 

2. As the guardian of the Japan House brand you will work closely with cultural practitioners, media and businesses 
in Japan, as well as the internal Team at Japan House to ensure the brand standards remain consistently high, 
and reflect an authentic expression of Japanese cultures and aesthetics 

3. Spread over three floors and with a diverse offer covering Public Programmes, Retail and Food & Beverage, 
the Japan House Team needs to be kept informed and engaged. You will be responsible for devising and 
overseeing internal communications activity and employee engagement.  

 

KEY RELATIONSHIPS 

Internal 

 Director General 
 Executive Management Team 
 PR Team (London / Tokyo) 
 Programming Team 
 Operational Teams for Japan House 
 Head of Project Management 

External 

 Ministry of Foreign Affairs (Japan) 
 Embassy of Japan in London 
 Steering Committee 
 Financially Independent Services (FIS) 
 Website / Design Agency 
 Tokyo Liaison Team  

 



KEY DUTIES 
 Accountable for creating and executing the marketing & communications strategy to promote Japan House 

London. Use experience of digital, paid media, PR, events and strategic partnerships to shape activity with 
external agencies, media owners and brand partners.  

 Responsible for implementation of the Japan House brand across departments – both digital and in tangible 
form (e.g. branded goods and printed materials) and managing the relationship with Nippon Design Center 
in Tokyo to maintain brand standards and integrity.   

 Handling the relationship with multiple (and global) key stakeholders, helping to unify the offer at Japan 
House and direct it in way that are conducive to achieving KPIs. Japanese language skills and a deep 
understanding and experience of Japanese cultures are essential for this duty.  

 Strengthening the internal relationships across the organisation working with other Senior Managers, ensuring 
effective communication and working relationships and delivery of KPI results. 

 Identify key themes and key areas for audience, content and KPI development. Produce rich content to bring 
alive and deepen understanding of the offer at Japan House London and visual evidence to document JHL’s 
achievement surrounding KPI goals.  

 Responsible for developing and applying outcomes of market research to the creative business cycle so that 
JHL has a deeper understanding of the diversity and needs of visitors and non-visitors.  

 Managing the Marketing & Communications team consisting of a Digital Content Manager, PR Manager and 
Marketing Communications Manager in the UK and a Stakeholder Engagement Manager based in Tokyo to 
develop marketing, PR, content and social media strategies across all relevant platforms to diversify audiences, 
grow communities and achieve KPIs.  

 Managing and developing strong relationships with media, the industry, brands, influencers, and relevant 
agencies as well as growing the database with new relevant contacts and always acting as a true brand 
ambassador for Japan House. 

 Manage the budgets and forecasts to ensure that funds are allocated to achieve the highest ROI and to achieve 
KPI targets.  

 Responsible for the Japan House London website, management of contact and audience data in the CRM, 
Marketing Automation applications and applying obligations under GDPR, as appropriate.  

 Monitoring output on a regular basis, analyse and provide proactive action plans for areas that need 
improvement. 

 Working within the corporate and local HR management processes and guidance in relation to recruitment, 
training, retention, performance management etc. and monitoring staff productivity and developing the team. 

 Provide outstanding leadership to team members, including opportunities for coaching and development, to 
maximise work output and work quality. 

 Use analytical skills to plan, evaluate, optimize campaigns and monitor team performance. 

 Guide and advise the wider Japan House London Team on matters regarding cultures in Japan.  

 Working collaboratively with all internal departments to create consistency of message across 
campaigns/activities and share ideas/best practice. 

 Responsible for standards and flow of information in relation to internal communications. 



 As an employee of Japan H.L. Limited, Under Section 7 of the Health and Safety at Work etc.  Act 1974 you 
are responsible for your personal safety and that of all personnel under your authority, including others who 
may be affected by the Company’s activities. Additionally, you must also co-operate with the Company to 
enable it to discharge its own responsibilities successfully. 

 Responsible for developing communication procedures around crisis management and leading the 
communication strategy in the event of a crisis.  

 A particular feature of the Japan House way of working is the project team. All members of staff are expected 
to collaborate, from time to time, in cross functional teams to deliver specific projects and programmes of 
activity. The project teams are multi-disciplinary and bring together the skills and experience needed to deliver 
a wide range of shared initiatives and objectives. Teams may include experts from external companies or 
suppliers. 

 

PROFESSIONAL QUALIFICATIONS 

Qualifications 

 At least seven years’ work experience in marketing and communications. 
 An undergraduate degree.  
 Japanese language skills equal to Japanese-Language Proficiency Test N2 or above, with the ability to 

understand and speak Japanese used in everyday situations, and in a variety of circumstances – including 
conversations, tele-communications, meetings, and presentations. 

 Strong, concise and persuasive communications skills. 
 Media contacts with whom you already have established working relationships. 
 Experience working with and in Japan. 
 Proven leadership and management experience in a team setting. 
 Experience working with B2B, B2C, cultural sector and government organisations. 
 Experience of developing and implementing communications and marketing strategies and integrated 

campaigns. 
 The ability to monitor success through gathering, analysing and reporting, insight. 
 Project planning and budgeting skills and experience 
 

CAPABILITIES 
 Excellent written and spoken English, proficient to high business language standard 
 Extensive knowledge of Japan, including its regions and cultures 
 Ability to lead a team across departments and across locations. You want to be part of a team that works hard, 

supports each other and has fun along the way, leaving them with a memorable experience and skill growth  
 Excellent interpersonal and communication skills. 
 Strong organizational, planning and problem-solving skills. 
 Ability to multi-task and prioritize work, whilst paying attention to detail. 
 Excellent time management skills. 
 Proficient with Microsoft office, CMS for website management and e-marketing tools. 
 Proactive, resilient and a team player 
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