Ilkley Literature Festival Marketing Post

Thank you for your interest in our Marketing post.  This pack includes:
· Job/Role description and person specification

· Information on how to apply
· General information on Ilkley Literature Festival. (For further info, go to our website: www.ilkleyliteraturefestival.org.uk)
Please note: we are happy to receive applications for this post from both  established freelance workers and people on PAYE. The freelance fee would be £7,615. 

Please be aware that no holiday or sick pay applies on freelance contracts and the worker is responsible for their own tax and NI payments.

The deadline for applications is 5pm on Friday 6th January 2012. 

Emailed applications are acceptable.  

Interviews will take place in Ilkley on Friday 20 January. Please let us know in your application if you are not available for interview that week.

If you have any queries, please contact Rachel Feldberg feldberg@arthouse.demon.co.uk 
We look forward to receiving your application.

Rachel Feldberg

Director, Ilkley Literature Festival
The Manor House, 2 Castle Hill, Ilkley  LS29 9DT   01943 601210   Box Office 01943 816714
Fax 01943 817079 admin@ilkleyliteraturefestival.org.uk  www.ilkleyliteraturefestival.org.uk

Registered in England and Wales Company No: 1061343 Ilkley Literature Festival is a registered charity. Charity No: 501801
Ilkley Literature Festival  

Marketing Officer
Please Note: 
This is a part time post (equivalent to 2 days a week plus 6 days, total 110 days) fixed term appointment from February 2011 for one year in the first instance to cover maternity absence. The appointment may be extended. 

Please note the days to be worked are spread unevenly through the year starting with 4.5 days a month in February and rising to 16 days a month in Aug and Sept. Please see attached sheet for details.

Directly Responsible to:
The Festival Director and in her absence the Festival Manager. 

Post Liaises with
Press Officer, Sponsorship Director and Festival Manager

Salary
£18,000 pro rata  ie. £7,615 p.a.
Office Arrangements
The post holder will largely work on site if appropriate (although see below) plus occasionally from a home office and will need to be able to travel in the region to meetings and for publicity distribution. The main Festival Office, upstairs in a listed 19th century cottage, is not accessible, however all meetings can be held in accessible spaces. The role currently includes a considerable amount of lifting, carrying and driving, although reasonable adjustments will be made where these are necessary and appropriate to comply with current equality legislation.
Holidays
11.5 days including Bank Holidays.
Responsible for:
Any publicity assistants and/or publicity and marketing volunteers 

Purpose  of role:
To oversee, manage and deliver the Festival’s marketing strategy, creating new initiatives as needed 
                                                    To oversee, develop and deliver the Festival’s mailings and 





e-shots developing the Festival’s data base and email list





To oversee, develop and in some instances, undertake,

publicity distribution

To maintain and increase the Festival’s social networking and online marketing campaigns 
To be as creative as possible using limited budgets 
The Marketing Officer will report regularly to the Festival Director, liaise closely with the Festival’s Press Officer, Outreach and Development Worker and Festival Manager. They will  attend occasional Board Meetings, regular monthly team and planning meetings and the annual Festival staff briefing as appropriate. 

Tasks

Marketing
· In liaison with the Director, Outreach Worker and Press Officer, maintain the Festival’s successful current marketing strategies and identify new and innovative ways to market Festival events to an ever increasing audience
· Develop imaginative strategies for marketing specific events eg.  the Children’s Festival, the Festival’s poetry and literary fiction strands, and ‘slow sellers’
· Input to the design and overall scope and feel of the marketing materials (please note, the Festival Director leads on programme and leaflet design and copy) 
· Input to post Festival evaluation and feedback sessions and long and medium term planning 

· Work with the Director to design appropriate feedback, monitoring and evaluation tools
· Analyse festival feedback

Data Base 
· Be responsible for the Festival’s main data bases, ensuring they are updated and de-duped annually to include new ticket buyers and people who have asked to join the mailing list.  

· Be responsible for analysis of the Festivals customer sales data base (how many new customers etc ) after each Festival

· Be responsible for the Festival’s specialist data base, overseeing its development by adding relevant organisations who would be interested in the Festival’s events

· Be responsible for/organising the printing out of labels from the data bases for:

· Schools mailings 2/3 times a year 

· Specialist mailings as required
Social Networking, Twitter,  e-shots  and Website Marketing

· Develop the Festival’s email list and create regular content for e-shots 
· Maintain and develop the Festival social networking pages, Facebook, Twitter and YouTube presence, working with colleagues to provide content

· Work with the Director and Admin Assistant to develop the Festival website and keep it updated
Distribution of Marketing Materials
· Set up and carry out appropriate publicity distribution , making deliveries where necessary

· Oversee the distribution of the publicity material across Yorkshire and beyond. Draw up and implement distribution sheets as needed.

· Search out, identify and develop partnerships with other organisations for contras and piggy back mailings
· Set up local channels of distribution, eg through volunteers in their local neighbourhood and through local shops who can display materials and distribute programmes

· Work closely with the Director and Audience Development Worker to identify specialist audiences for particular events, creating/commissioning appropriate publicity and organising and overseeing its distribution 

· From mid August onwards, work closely with the Director to identify  slow selling events and implement strategies including flyers, posters, eshots, mail shots and networking to address this
· During the Festival market events with tickets still available to audiences by producing flyers and posters etc

· Liaise with the Admin Asst to make best use of materials provided by publicists and performers

Contras

· Identify possible contras

· Liaise with the Director and Audience Development Worker on possible contras identified through their work

· Organise practicalities of contras publicity distribution as needed (likely to be with the Volunteers Coordinator

Mailings
· Oversee the main mailing- done by Right Sort fulfilment house, liaising with Right Sort on prices, deadlines and deliveries and providing recipient data in the required format
· Ensure mailing letters are drawn up within the appropriate time frame and produced where being fulfilled in-house

· Identify and set up piggy back mailings     

Exhibitions, Posters and other Displays

· Be responsible for local displays across Ilkley and the surrounding area- eg Skipton Building Society; Booths supermarket; Ilkley Library; local shop windows
· Ensure that the Festival exhibition panel is updated annually with upcoming headline names

· Work with the Festival director and Bradford Council Street Services to ensure Festival lamp post banners are erected and stored appropriately  and in good time

Marketing the Festival to outside bodies 

· Liaise with key publicity partners eg. press officer; Welcome to Yorkshire and other Tourist Information offices

· Represent the Festival’s interests and make its profile known to key regional and national events/conferences, briefing other staff as needed to take on this role

· Deliver presentations as needed


Administration and Team Communication
All members of the Festival Staff are responsible for their own admin but some support is available from the Festival’s Admin Assistant and from volunteers as appropriate.

· Attend monthly team meetings

· Prepare brief reports for bimonthly Board meetings.

· Contribute to the post Festival Revaluation Report

· Contribute to future planning

· Contribute to the Festival planning day in January

Essential Qualities

· Proven track record of effective marketing, ideally in an arts setting

· Proven track record of imaginative and effective ways of building and extending audiences and of establishing a wide range of realistic, low cost, marketing initiatives

· Experience and understanding of inspiring ways to use publicity materials across a wide range of media, including the web and social networking and the ability to put it into practice

· Solid IT, data base, data base analysis and admin skills particularly Excel
· Good DTP skills and experience, able to create professional looking materials for local special interest groups 

· Ability to think creatively about reaching different audiences for different events

· Outstanding people and communication skills, with experience of liaising and networking with a wide range of partners and individuals from volunteers to senior management level

· Experience of distributing print and other marketing materials 
· Proven experience of monitoring and evaluation

· Imaginative understanding of the issues involved in promoting literature events and a commitment to the Festival’s Equal Opportunities Policy and Race Equality Action plan

· Ability to work as part of a team and to be hands-on 

· Current driving license and own transport 

Desirable Qualities
· Experience of marketing live literature/writing/reading or performing arts projects

· Experience of working in a Festival or busy arts or time limited environment

· Experience of working with graphic designers

You need
· A dynamic can-do approach

· Extensive marketing and audience building experience 

· Excellent data base and admin skills

· Excellent communication skills

· Exciting ideas and a bulging file of contacts

Distribution of days through the Year        Total number of days:  110
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov      Dec
	Dec
	Total days

	4.5 days
	4.5 days
	5 days
	9 days
	9 days
	11 days
	14 days
	16 days
	16 days
	14 days
	5 days  2 days
	2 days
	110


How to apply:

CV

· Enclose your current CV 

· Include your telephone number as candidates invited to interview will be contacted by phone

Letter

· Write a short letter outlining what excites you about this post, detailing how your experience, qualifications and skills relate to the tasks outlined in the Job Description and Person Specification 

· State whether or not you will be available to be interviewed in Ilkley on Friday 20 Jan 

References

· Give the names, addresses and telephone numbers of two referees who know your work. If you are in permanent employment rather than working as a freelance, one should be your current employer. We will not contact referees unless you are offered an interview

Interviews

· Interviews will take place in Ilkley, West Yorkshire on Friday 20 Jan 2012
Send your application to:

By email:     admin@ilkleyliteraturefestival.org.uk
By post:

Ilkley Literature Festival

The Manor House

West Yorkshire LS29 9DT
and post it to arrive no later than 5pm Friday 6th January 2012
Queries:

If you have any queries, please feel free to email Rachel Feldberg feldberg@arthouse.demon.co.uk 
Background to Ilkley Literature Festival

Ilkley Literature Festival is the largest and most prestigious literature festival in the North of England –it is also one of liveliest. Based in Ilkley, West Yorkshire and falling within Bradford Metropolitan Council, it’s proud to be known as ‘the most culturally diverse literature festival in the UK’.  

The Organisation aims to:

· bring the best writers from the UK and overseas to West Yorkshire

· attract and develop new audiences for live literature events, including children, young people, black and Asian audiences

· promote workshops in creative writing and reading

· encourage an appreciation of the cultural value of contemporary literature

· work strategically with other arts organisations in the region 

· give literature developments in the West Yorkshire region a national profile

Founded in 1973, the Festival is known for its ability to attract major literary figures from W.H. Auden to Ted Hughes, Maya Angelou; Alan Bennett, Carol Ann Duffy and Benjamin Zephaniah to PD James, Jacqueline Wilson, Michael Morpurgo, Roddy Doyle, Alan Hollinghurst and Daljit Nagra.There’s household names from Jenny Murray to Jeremy Paxman, George Alagiah, Melvyn Bragg, Jamie Oliver, Sandy Toksvig, Vic Reeves, Shappi Khorsandi and Mark Thomas and a rich and exciting mix of events which attract around 24,000 people of all ages each year.

The Festival takes place annually during the first two weeks of October  (from Friday 28 September –Sunday 14 October 2012) and includes more than 200 events in up to eight venues simultaneously over a hectic 17 days; from headline names to a lively Festival Fringe; literary fiction, non-fiction, poetry, new writing; an annual multi lingual Mushaira; a children’s and young people’s weekend; young people’s ‘WordsFest’ and  Cool voices club nights’; workshops and master classes; literary walks; a Festival exhibition in conjunction with the Manor House Museum a poet in residence and a plethora of events with regional schools and community groups. Recent major Festival strands have included contemporary Asian writing; Conversations about Empires; Words, Land and Landscape; science; food; environmental issues and writing about music. At the 2010 Festival, 62 (29%) out of 216 authors were from a BAME background and  14% of the fees budget was spent on BAME led events.
Each year, intensive marketing sees 40,000 general flyers; 18,000 programmes and 20,000 flyers relating to key Festival strands (Asian literature events, poetry; events of interest to disabled people, events celebrating Black history month; fringe events and so on) distributed widely throughout Yorkshire during August and September. The Festival has an 8000 strong mailing list, 2000 Facebook Friends and 800 Twitter followers and expects around 160,000 website hits in the run up to and during the Festival. Booking (including on line booking) opens to the public on the Tues after August bank holiday each year. 

The Festival, a charitable company limited by guarantee with an active and supportive board of directors, is an Arts Council England NPO (National Portfolio Organisation) and is also supported by Bradford Metropolitan District Council. 

The organisation has a year round, part time staff team of five: Festival Director Rachel Feldberg; Festival Manager Gail Price; Development Worker Dawn Cameron; Sponsorship Director, Abbey Vale; Marketing Officer TBC and Admin Assistant  Laura Beddows plus press officer Anys Scoular of Anita Morris Associates; Graphic Designer Richard Honey of dg3 a team of up to 24 regular freelance workers including a Technical Director and four tech staff; a programme manager for the Stanza Stones project; a Volunteers Coordinator and around 85 volunteer stewards.  

