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ILF Event Manager Job Description
Freelance Contract Hours
Friday 6 - Sunday 22 October 2022

Ilkley Literature Festival is seeking experienced event managers to join the team in October, helping to deliver festival events across Ilkley between Friday 6 October – Sunday 22 October. 

Event managers work as part of a team producing in-venue literature events for audiences each Autumn. 

Hours:	As needed during the Festival dates Friday 6 – Sunday 22 October, inclusive
Weekday evenings from approximately 6pm – 9.30pm
Weekends shifts anywhere between 10am -10pm Saturdays and Sundays
There will be a briefing meeting scheduled in September

Salary:     	£16 per hour

Directly Responsible to: Director / Partnerships & Operations Director

Responsible for: Stage Manager and volunteers/stewards

Purpose of role:
· Provide overall management for events within festival venues
· Manage event team members, including stage and tech managers, and festival volunteers
· Act as front of house in venues, providing outstanding customer service
· Ensure ILF processes and procedures are followed
· Be the on-site point of contact for ILF core team

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

Venue Management
· Work with stage manager and other team members to set venues
· Observe Health & Safety guidelines
· Be aware of risk assessments and be able to conduct additional checks onsite
· Understand and be responsible for evacuating venues in an emergency
· Ensure venues are clean, tidy and ready for audiences
· Ensure appropriate signage is in place 

Staff & Volunteer Management
· Lead on-site team briefings with stage and technical managers
· Work with, and oversee, volunteer involvement, including venue and event briefing, allocating roles and being the main point of contact onsite 



Audience Management
· Work with Box Office to understand audience needs and seating plans
· Manage audience arrival into venues with help of volunteer stewards
· Work with front of house team to ensure seating takes place in an orderly manner
· Assist with audience queries and complaints as necessary

Event Management
· Be responsible for calling the event start
· Assist in clearing venues post event, dealing with any customer queries or feedback 
· Begin reset on the venue for the next event or ensure everything is left tidy, ready for the next day
· Assist with getting equipment out of the venue if required

Reporting / Issues
· Be the central point of contact for all staff and volunteers, should issues arise
· If necessary, pass up to one of the ILF Core Team or Directors
· Record any feedback, incidents and accidents that take place and feedback to Core Team

Essential Qualities / Experience Required
· Experience working on large public facing events in a professional capacity
· Knowledge/experience of event management, theatre/arts/other events or conferences 
· Experience managing event teams on the ground
· Be confident in directing others, dealing with speakers and audience members
· Excellent organisational skills, with the ability to think and plan ahead
· Excellent people and communication skills with high standards of courtesy and a pleasant manner
· Attention to detail and good time keeping
· A calm demeaner, particularly when under pressure
· Able to problem solve on the spot
· Able to be physically active i.e. move and set up stage furniture, chairs and back drops safely 
· Confident in dealing with small scale emergencies (fire alarms, minor accidents)
· Understanding of health & safety procedures and how to manage them in a venue space
· Awareness of Diversity, Equality and Inclusion values

Desirable 
· First Aid at Work Certificate
· DBS Certificate

Location
You will be working in festival venues around Ilkley, West Yorkshire. You will need to be able to get to and from Ilkley easily, including after events in the evenings. (Trains run direct to Leeds and Bradford). 

To Apply
If you are interested in the role, please complete the application form: 
Freelance Event Delivery Team Application Form 

For further information, please email: recruitment@ilkleylitfest.org.uk  
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