
 

 

Job Description 

Job Title: Literature Festivals Co-ordinator (maternity cover) May/June 2017 for between 9- 12 

months 

Organisation: Harrogate International Festivals 

Salary:  £16,000 - £21,000 

Location: Harrogate International Festivals Office, 32 Cheltenham Parade, Harrogate, HG1 1DB 

Reports to: Literature Festivals Manager 

Purpose: To co-ordinate and support the Literature Festivals annual programme of events, 

including the Theakston Old Peculier Crime Writing Festival & Crime Awards, 

Raworths Harrogate Literature Festival and Berwins Salon North Series 

 

Background Information and Job Purpose 

A unique opportunity has arisen to join the team at Harrogate International Festivals, to co-ordinate 
the expanding year-round programme of Literature Festivals and events. Harrogate International 
Festivals are looking for a flexible, responsible co-ordinator who will support the Literature Festivals 
Manager on the preparation and delivery of the Festival’s varied portfolio of annual literature 
events. This role will also involve work across the wider organisation, encompassing the full portfolio 
of year round events as needed. This post will be extremely demanding, as well as rewarding. The 
role requires a self-motivated and practical individual with first rate time management skills, who 
will fit well in to the dedicated and dynamic Festival team. Please note, this role will include evening 
and weekend work.  
 
To find out more about the Festivals year-round calendar of arts event, visit 
www.harrogateinternationalfestivals.com  
 
 
How To Apply 
 
To apply for the post of Literature Festivals Co-ordinator, please complete the application form and 
send it with your current CV and a cover letter which outlines your suitability, why you wish to work 
at Harrogate International Festivals and any other supporting information you feel relevant, either 
by post or email to; Sharon Canavar, Chief Executive, Harrogate International Festivals, 32 
Cheltenham Parade, Harrogate, HG1 1DB or email Sharon@harrogate-festival.org.uk 

http://www.harrogateinternationalfestivals.com/


 
Closing date for applications is 17th April 
 
Interviews will take place week commencing 24th April and will be held at Harrogate International 
Festivals Offices. 
  

Detailed Job Description and Key Responsibilities  

To undertake administrative, operational and research duties for all Literature Festivals, including 

the Theakston Old Peculier Crime Writing Festival & Awards, Raworths Harrogate Literature Festival, 

History Festival and Berwins Salon North Series. The role will be managed by the Literature Festivals 

Manager.  

Administration 

 To act as one of the first points of contact in the Festivals office offering administrative 
support to the Literature Festivals Manager, ensuring the smooth running of the office at all 
times 

 To support the Festival’s financial systems with accurate financial records, including 
updating budgets daily and raising purchase orders and invoices as required 

 To manage and book requirements for the issuing and administration of artist/author 
contracts and riders and to collate and book artists/authors’ travel, accommodation and 
technical support, chasing authors/publishers for all information to ensure smooth running 
of events, using excel spread-sheets to record requirements  

 To manage various elements of sponsorship packages, both physical and digital, including 
sponsorship liaison 

 To support the administration and delivery of Community & Education projects, including 
year-round fringe activities, eg. Writer in Residence and Big Read  

 To negotiate and contract relevant suppliers as required 
 To support the Literature Festivals financial functions maintaining accurate financial records 

and raising purchase orders and invoices as required 
 To co-ordinate biographies, programme notes, publicity copy, photographs and all 

information necessary for print publications and web features 
 To use on site questionnaires, Survey Gizmo and Spektrix reports to pull together data for 

evaluations 
 To work with Literature Festivals Manager to support with programming including 

submissions processes  
 

Box Office 

 To sell accommodation packages for TOPCWF & RHLF both to public and industry for ticket 
and accommodation packages, to support the Festival’s income streams 

 To manage the Friends of the Festival scheme and bookings for Creative Thursday 
 To run reports from box office data, manage box office set ups and maintain databases 
 To process ticket and merchandise sales both in person and over the telephone 

 
 
 
Marketing  



 To co-ordinate physical mailings and marketing distribution for the Literature Festivals, in 
line with the marketing plan set by Literature Festivals Manager and working alongside 
Festivals Administrator 

 To help market the literature festivals through digital outlets, including managing web 
updates, listings, e-newsletters and social media channels, in liaison with Literature Festivals 
Manager, administrator and the Festivals’ PR team using systems including Wordpress, 
Mailchimp and Tweetdeck  

 To provide copywriting for print/web features as necessary 
 To work both in-house and with designer to produce marketing materials such as stickers, 

web buttons, fliers, posters, postcards and bookmarks and work with Literature Festivals 
Manager on production of event guides 

 To manage features and scheduling for the ‘You’re Booked’ website, researching new ideas 
and working with Literature Festivals Manager to consider growth of the site through 
audience development and sponsorship 

 To undertake audience research and other research as appropriate 
 

Operations 

 To assist with the preparation of event schedules and operations sheets, and to feed into 
event and Festival evaluation processes 

 To ensure sponsors and stakeholders hospitality requirements are delivered to a high 
standard 

 To manage artist liaison at events, working to ensure smooth running of all artists/authors 
technical requirements and ensuring Literature Festivals reputation is maintained 
throughout 

 To work with the Festivals Administrator to help co-ordinate volunteer stewards and support 
Festival Assistants 

 
Other responsibilities:-  

 To support the delivery of all events within the Festival portfolio across the year 

 To attend external meetings, representing the Festival where appropriate, including across 
the region and the UK 

 To support and assist in the co-ordination of all Harrogate International Festivals events 
across the year-round portfolio 

 Any other duties as required by the Chief Executive or Operations Manager 
 
 
Conditions of Service 

The salary banding for the post is £16,000 - £21,000 according to experience. 

The appointment will be subject to a 6 week probationary period. After a formal assessment and 

assuming performance has been satisfactory, the appointment will be confirmed. Notice will be two 

weeks in writing on either side during the probationary period rising to 8 weeks once the 

appointment is confirmed. 

Office hours are 9.30am – 5.30pm. On occasions it may be necessary to work flexibly including 

evening and weekends in order to fulfil the role and meet deadlines / requirements for which HIF 

does not make overtime payments, although lieu time is given where appropriate. 



The place of employment will be the Festival’s Office which is in central Harrogate, and as required 

by HIF at such other places where the organisation carries on its proper business. 

Annual leave for this post is 20 days in addition to Bank Holidays. 

You will be required to travel throughout the region. Travel expenses will be reimbursed on the basis 

of the cheapest available public transport fare or at the appropriate rate for mileage established by 

HIF. 

Harrogate International Festivals is striving towards a policy of equal opportunities in all its activities 

and employment practices.  

This Job Description is not intended to be exhaustive. The post-holder will be expected to adopt a 

flexible attitude to the duties which may have to be varied (after discussions with post-holder) 

subject to the needs of the Charity, and in keeping with the general profile of the post. 

 

Person Specification 

LITERATURE FESTIVALS CO-ORDINATOR 

 ESSENTIAL DESIRABLE 
 

Qualifications / Training / 
Competences 

Educated to degree level or 
equivalent in an appropriate 
subject with the ability to 
prove competence in the 
relevant areas of work 
 

 

Relevant Experience Experience of working in a 
high pressured, demanding 
environment 
 

Experience of organising 
events 
 

Experience of anticipating and 
co-ordinating office 
requirements 
 

Experience in a range of 
administrative positions 
 

Experience of working with 
the public 
 

Experience of working in an 
arts or festivals environment  
 
Experience of producing 
literature events 
 

Experience of working in a 
travel & tourism background 
 

Experience of sales and 
marketing 

Knowledge Knowledge of data collection / 
database management 
 

Passion for, and 
understanding of, literature 
and the arts 

Understanding of the 
publishing industry 
 



 

Skills Ability to think commercially 
and strategically 
 

Strong organisational and 
administrative skills, with a 
keen eye for detail 
 

Excellent written and verbal 
communication and 
interpersonal skills 
 

Ability to work both 
independently with minimum 
supervision and also be a 
strong team player 
 

Effective problem solving skills 
and ability to adapt 
 

Good time management and 
ability to work under pressure 
and to manage competing 
agendas 
 

Excellent PC based technology 
skills, including Word, Excel, 
Powerpoint and Outlook 
 

Creative design skills and 
experience of using Publisher 
or similar  
 
Digital marketing & content 
management  

Special Possesses a collaborative and 
approachable style 
 

Current full driving license and 
access to an appropriately 
insured vehicle 
 

Able to undertake out-of-
hours and week-end working 
 

A commitment to high quality 
customer service 
 

Full understanding of and 
commitment to the aims of 
the Harrogate International 
Festivals 
 

Commitment to equal 
opportunities 

 

 


