Job Description 

	Job Title:
	Festival Director, Hull Children’s Literature Festival 

	Location:
	Central Library, Albion Street, Hull

	Responsible to:
	Library Services Director, Hull Culture & Leisure Ltd 

	Salary:
	£30k? pro rata per annum 

	Working Arrangements
	Fixed term contract for 18 months 

1638 hours to be worked over the 18 month period, averaging 21 hours per week. Evening and weekend work will be required.  

	Holiday:
	25 days per annum plus bank holidays.  The holiday year is April to March.

	Responsible for:

	Festival Interns, apprentices, temporary staff and volunteers as required


Background information

Hull City Council has established a wholly owned Council company called Hull Culture and Leisure (HCAL). It manages the Tourist Information Centre and Box Office, Hull Arena, Hull City Hall, Hull New Theatre, Libraries, Museums and Galleries, Sports and Leisure facilities, Parks as well as Sports Development and Civic Catering services.
The Library Service is leading on the Hull Children’s Literature Festival which is a new festival for the area and will be a key element of the Hull UK City of Culture 2017 literature programme.
The Role
Working within the Library Service of HCAL, the post holder will be a dynamic and inspirational children's literature specialist who will be responsible for establishing the first Hull Children’s Literature Festival.
The job will involve strategy, budgeting, programming, presentation, event management, team-building, fund-raising, communications and collaborating with publishers, the media, public libraries, booksellers, writers, schools and the public.
The postholder will report to the Library Service Director and will work closely with staff from Hull Library Services, HCAL, Hull City Council and the Hull 2017 team in shaping and delivering fresh and engaging programmes for children and young people, schools and families. 
The postholder will also have a key role in ensuring the festival’s commitment to deliver a high level of personal care and a festival experience that makes speakers, sponsors and audience members want to come back for more.

Principal Accountabilities
Strategy:

· Collaborate with the Library Services (LS) Director to develop the role of the Hull Children’s Literature Festival with its unique selling point as an event created with children, for children.
· Work closely with the LS Director in establishing the Festival Advisory Board (FAB) and in shaping the vision and strategy for the Festival in 2017 and beyond.
Programme:

· Programme and deliver fresh and engaging Festival activities working closely with the Library Services (LS) Director. This will involve working with key publishers but also a broad range of other partners to curate unique and innovative content. 
· To develop and deliver supporting festival activities, such as hands-on interactive, outdoor experiences and fringe events within the agreed vision and strategy agreed with the LS Director. 
· Ensure all administrative tasks are completed within required timescales e.g. invitations to speakers, communication with key contacts, arrangements for events and other functions necessary to ensure the Festival runs smoothly and is a success. Ensure all relevant information is recorded on the appropriate software.
· Play a full and active part in the Hull Children’s Literature Festival Advisory Board (FAB) as appropriate.
· Work with the local Event Safety Advisory Group (ESAG) and relevant partners to ensure  any large-scale festival management processes and timelines are in place and communicated appropriately between organisational functions, to include ensuring the Festival's operation is compliant with current Risk Assessment and Health and Safety guidelines and relevant HCAL policies.
· Negotiate fee packages and payment terms as appropriate within agreed guidelines and budget and manage the contracting of all Festival participants.
· Manage the Festival budget including recording and monitoring of day-to-day finances related to your programming areas, in order to ensure that budgets are adhered to and working within targets set out with the LS Director.
· Manage the production of the daily schedules for the programme, taking responsibility for the accuracy of the information and with an attention to detail.
·  To write concise and inspiring copy for Festival events as relevant and input to the presentation and styling of the programme in media communications, the brochure and on-line. 
· To lead the relationship with HCAL’s marketing and promotions team, box office  and engagement teams to ensure brochures, box office, website upload processes and schools engagement is organised effectively and implemented within agreed timescales.
· To support the Hull Children’s Literature Festival Advisory Board in setting pricing for Festival events. 
· To ensure the Library Service team and other Festival partners have the appropriate information for them to manage the book ordering process for the programme of events. 

· To manage the Festival staff team and volunteers as appropriate to support effective planning and delivery of the Festival.
· In collaboration with the LS Director, identify and secure appropriate sources of funding and/or sponsorship to support and develop the festival in 2017 and beyond. 
· To manage Festival programme related aspects of identified fundraising partnerships.
· To initiate and manage Festival commissions as agreed with the LS Director.
General management:
The Festival Director will:
· Be responsible for ensuring the health and safety of the team and yourself by following safe systems of work, and by meeting the requirements of HCAL’s Health and Safety Policy.


· Ensure that HCAL’s Environmental, Health and Safety and Equality policies are adhered to. 
· Ensure that HCAL’s Equal Opportunities policies and other relevant policies are followed and actively practiced within their team.


· Participate in Hull Culture and Leisure’s agreed performance appraisal system and proactively ensure the Festival team uses the data systems and management systems that are in place.
· Ensure they are up-to-date in their areas of specialism including new developments in the area of children’s literature and publishing.
· Provide written reports as required, including a festival update report to coincide with Festival Advisory Board meetings and a final Festival report for evaluation purposes.
· Effective management and development of stakeholder relationships.
· Be expected to take on other reasonable responsibilities and tasks as the strategy and Festival develops (in consultation with the LS Director) 
Personal Specification 

	Criteria
	Essential

	Skills and competencies required


	· A demonstrable specialism in and enthusiasm for children’s literature
· Demonstrable interest, enthusiasm for and experience in curating children’s experiences and creating engaging content for children & young people
· Experience of working with schools, an understanding of the National Curriculum and empathy with children’s education
· A demonstrable interest and enthusiasm for the Arts, Politics and Current Affairs and a knowledge of topical issues 
· Demonstrable creativity and innovation in a professional setting
· Experience of event management and organisation
· Excellent communication skills, both written and verbal, with a clear ability to target communications to different audiences.
· Excellent organisational skills,  ability to prioritise heavy workloads and work under pressure and to meet strict deadlines
· Good time management and strong attention to detail
· Computer literacy – particularly with Microsoft Office packages including Word and Excel 
· Experience in managing complex budgets and negotiating fees and costs 

	
	Desirable

	
	Experience of delivering large-scale festivals or similar context
Experience of developing a team and of team-building and working with volunteers
A track record in fundraising, marketing and communications and in dealing with the media
Experience of working with publishers, authors and writers
Experience of contracting and commissioning

Experience of strategy and project evaluation

	Disposition
	· Ability to work independently on own initiative, to contribute as part of a team and to be led by others as appropriate
· An appreciation of customer care

· Dynamic and flexible approach, with a willingness to participate and to learn

· Flexible approach to working pattern and hours (including preparedness to work some evenings and weekends)


	Qualifications
	· Degree or equivalent experience


