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FESTIVAL ASSISANT
University of Leeds Students
Eight Week Contract 

Established in 1973, ILF is an Arts Council England National Portfolio Organisation with a record of exemplary year-round work with community groups, children and young people.

Our October Festival brings a range of world-class authors, poets and non-fiction writers to Yorkshire.  Year-round we deliver weekly young writers’ groups, workshops, author visits, mentoring programmes for early career writers and fun, interactive performances for families across the Ilkley and Keighley Ward. Participants and workshop leaders reflect the diversity of the region, and we design projects in collaboration with partner organisations, writers and poets, and community groups to meet the needs of our audiences.

We are a small core team, but our numbers grow with freelance and short-term team members in the summer and early autumn months. 

Open to applications from any second or penultimate year University of Leeds students, this post is critical to the core ILF team in the planning stages and lead up to the Autumn festival, which runs from Friday 6 October – Sunday 22 October 2023.

Please note, this role will require you to be physically active at times i.e. walking between festival venues, helping pack and move boxes in and out of venues, move and set out chairs etc. Additionally, our office is spread over three floors with no lift access.

Hours		Commencing Monday 24 July – Friday 15 September
21hrs per week.
Standard office hours are 9.30am-5.30pm with a one-hour unpaid lunchbreak

Salary		Hourly rate of £10.42 per hour / £218.82 per week

Location	This role will be primarily on-site at the Ilkley Literature Festival office: 9 The Grove, Ilkley LS29 9LW. There may be odd occasions when remote working is possible, but you must be willing and able to get to and from Ilkley most days.

What you will do
The Festival Assistant will be a core team member, helping to plan and prepare for delivery of the Autumn 2023 festival. You will support all areas, including communications, marketing, box office, logistics and operations.

Additionally, you will have the opportunity to join the team over the three weekends of the festival (7-8 Oct, 14-15 Oct and 21-22 Oct). You will support the smooth running of events, gaining hands-on event management experience. Please note you will be consulted regarding hours / rotas for these weekends, and you won’t be expected to work both days. 


Tasks & Responsibilities will include, but not be limited to:

Pre-Festival:
· Assisting with the creation of in-house marketing materials
· Assisting with content production for ILF’s social media platforms
· Checking copy and proof-reading
· Processing box office ticket sales for festival events
· Preparing equipment and signage for festival venues
· Preparing festival information packs for visiting authors
· Distribution of posters, leaflets, and other publicity materials including festival mailings
· General office administration and support

Festival Weekends:
· Assisting in the set-up of festival venues, ready for events 
· Acting as a venue runner assisting the Partnerships & Operations Director as needed
· Assisting stage and event managers behind the scenes in festival venues

What induction and ongoing training will be provided? 
You will be given a full induction to the organisation and training on the ILF box office ticketing system. We will develop a learning plan at the start of your placement with us, ensuring we focus on any specific areas of interest.  You will have fortnightly 1-2-1s with the Partnerships & Operations Director.

Skills & attributes you will bring:
You will be a current University of Leeds student in your second (or penultimate) year, looking to undertake this role as part of a Summer Internship.

We are looking for:
· Excellent admin skills with great attention to detail
· A calm, well organised, methodical approach to work, often under pressure
· Great IT skills, ideally Microsoft Office including Excel 
· A good communicator, in writing, in person and on the phone
· Someone able to follow detailed instructions, reliable and good with deadlines
· Happy being part of a team, but also comfortable working alone on projects if necessary
· Practical and ready to be hands on when needed 
· Able to learn new skills quickly 
· Comfortable with physical movement and carrying items to and from venues

Holidays	Holiday entitlement is calculated pro-rata and as such this role will be entitled to 17.4 hours paid holiday. This includes Monday 29 August as a public holiday.

Reporting	Responsible to: Director; Partnerships & Operations Director
Key relationships: Communications & Digital Manager; Programme Manager

Closes		12 noon, Monday 22 May 2023

Interviews 	Conducted the week commencing Monday 5 June 2023

To Apply	My Career Link to Job
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