Ledbury Poetry Festival

Job Description of Festival Manager

	Job Title:
	Ledbury Poetry Festival Manager 

	Location:
	Poetry Festival office, Church Street, Ledbury, Herefordshire, HR8 1DW 

	Responsible to:
	Chairman of Trustees, Ledbury Poetry Festival

	Salary:
	 £23 - £25 000 FTE depending on experience.

	Hours of work:
	4 days a week, flexitime. 

	Working Arrangements
	Some evening and weekend work required, especially throughout June and July.  No overtime paid but time in lieu may be taken where appropriate.

	Leave:
	The holiday year is September to August.

	Probationary period:
	6 months.

	Travel:
	The post may require occasional travel to Birmingham, London and Hereford.


Part A:  Background information

Ledbury is a small market town set in the beautiful countryside of Herefordshire. The first Ledbury Poetry Festival was held in 1997and it has become the largest and most exciting poetry festival in the UK, attracting the best poets from around the world, and discerning audiences who expect a high standard of event. 
Our annual ten day festival is held in the first half of July. It exists to promote the enjoyment of contemporary poetry, and to broaden audiences for it. To this end we hold over eighty events each year that include readings from international poets, talks, tours, music, film, performances and free street events. Ours is a community based festival with a strong dependence on the goodwill of local businesses and volunteers. We are looking for a Festival Manager who will safeguard the nature of our festival - friendly, accessible but of the highest quality- and work with the Director and Finance Manager to continue its success.

The Festival also organises a year round programme in the community, in close collaboration with partners such as the University of Worcester, the Poetry Society and Herefordshire Libraries. We are a National Portfolio Organisation with the Arts Council, but we receive support from many trusts, charities, businesses and individuals, through our ongoing fund raising efforts.

Personal Qualities

This is an ideal opportunity for an arts administrator who is looking to move forward with their career, who can work independently but also within a small team. You should be strongly self-motivated and capable of motivating others: approachable and friendly, a capable planner and strategist, and above all a good communicator. You will need some knowledge of poetry/literature, though there will of course be support from Trustees and other staff.

Part B: The Role

The role is a managerial and administrative one – you will work in close consultation with the Artistic Director (responsible for the Schools’ Programme and programming) and the Finance Manger (responsible for Finance, the Box Office and the Membership scheme).

You will have the support of 12 Trustees who meet at Board level four times a year and can be called upon throughout the year to offer specialist advice on everything from marketing to the community programme.  

You will help us to maintain and develop our position as the foremost poetry festival in the UK, and play a full part in the day-to-day running of the Festival. It is likely that you will need to live in or near Ledbury, at least within commutable distance, or prepared to move here, as local relations and good communications are vital.

KEY TASKS:

A. Management

1. To fundraise for the Festival including applications to trusts, approaching sponsors and individuals and events and to report back at appropriate times.

2. To liaise with the fundraising committee and to provide admin support.
3. To take on the day-to-day management of the Festival, including liaison with funders, sponsors, artists, designers, agents, press, venues and partnership organisations, the Festival bookshops and volunteers.
4. To work closely with the Trustees to whom you will report.
5.  To recruit, manage and train a team of voluntary staff who are vital to the Festival's success. You will work closely with the volunteers, especially at Festival time.

6. To work with Worcester University on recruiting interns.  To manage interns once in position.

7. To liaise with performers, organising their travel and accommodation needs in collaboration with volunteers (who house the poets).

8. To organise hospitality, including Hospitality Venue and Common Room, and Hospitality volunteer including launch party, end of festival party and town party.

9. To manage the production of the printed Festival programme with the Director.

10. To maintain and develop the Festival's online presence, working with the Artistic Director, including our website www.poetry-festival.co.uk, Facebook and Twitter pages and other appropriate content.

11. To write newsletters (Mailchimp) for customers on our database.
12. To develop and implement a press, PR and marketing strategy, in association with the Festival's PR consultant - including oversight of the printed and online publicity materials, press placement and overall marketing strategy.

13. To develop, implement and oversee a community outreach programme working with different organisations such as hospices and nursing homes.
14. To write the Annual Report and to send to main funders.

15. To update the current plans including Business, Audience Development, EOP and Environmental in line with the Festival’s and the Arts Council’s policies.

16. To run the young poet in residence scheme and develop the programme for new writers (workshops, mentoring etc.)


17. To organise and promote the LPF international poetry competition.

B Budgets
       1.   To be able to write and manage budgets in partnership with the Finance Manager.
C. General Administration

1.  To run the LPF office.
2. To oversee freelance staff during the Festival and volunteers.

3. To maintain a close liaison with the Arts Council England.
4. To draft and submit the Arts Council's Annual Submission with input from Artistic Director and Finance Manager.
5. To report to the Chairman and to ensure that every area of the Festival's operation is compliant with current Risk Assessment and Health and Safety policies.

6. To book rooms for meetings.
7. To manage the office filing system, data and word processing, emails, mailshots and printing, correspondence, telephone, post and photocopying.

Part C:  Own personal management and development

1.
To be responsible for ensuring personal health and safety by following safe systems of work, and by meeting the requirements of the health and safety policy.


2. 
To ensure that the Festivals’ equal opportunities policies are followed and actively practise social inclusion within own area of service.


3.
To read and respond to company communications and information which is disseminated.


4.
To participate in the Festivals’ agreed performance appraisal system.

5. 
To research & agree training with the Chair.


Other responsibilities

To carry out any other duties that may be required commensurate with the general level of responsibility for the post.

To apply please send a letter stating how you meet the criteria for the role plus your CV to Ledbury Poetry Festival, Town Council Offices, Church St, Ledbury, Herefordshire, HR8 1DL or by email to admin@poetry-festival.co.uk with Festival Manager and your name  in the subject line. Closing Date: Monday 2nd Feb. We look forward to hearing from you.
