RECRUITMENT PACK:
VOLUNTEER COORDINATOR

ABOUT US
FESTIVAL.ORG is one of the UK’s leading festival and outdoor arts
producing organisations.
Our mission is to nurture communities through outdoor arts. We work
with diverse artists and practitioners to build relationships with local
people and community organisations, resulting in inclusive outdoor
productions, which bring public spaces to life and engage and inspire
diverse audiences.
We produce the annual Greenwich+Docklands International Festival
(GDIF), described in The Guardian as “an event whose annual
contribution to the happiness of the people of London is unrivalled”.
We also manage Global Streets, a
national touring programme, which
brings free international outdoor
arts to places in which engagement
in arts and culture is lower than the
national average. Commissioned
projects include large scale
ceremonies and events, and we also
undertake consultancy projects
growing out of our pioneering work
with D/deaf and disabled artists
and audiences, as we work towards
making outdoor events more
accessible to everyone.
Inclusion is fundamental to all
our work and we’re committed
to further increasing the diversity of our organisation, artistic
programmes and reach. We want our organisation and its work
to reflect the diversity of contemporary Britain, ensuring that
marginalised voices and stories are foregrounded in our artistic
programmes and delivery.

ABOUT THE ROLE
‘Rising to unprecedented challenges, London’s annual street
performance festival remains accessible, engaging and inspiring’
-The Stage
We are looking for an organised, enthusiastic and personable
Volunteer Coordinator to lead on the recruitment and coordination of
our volunteer team at this year’s festival. The Volunteer Coordinator
will be an integral part of the festival delivery team, helping to give our
audiences an experience to remember.
The Volunteer Coordinator will ensure each volunteer is trained, provided
with clear information (through Better Impact software) and supported
during their time at the festival. Our volunteers undertake a variety
of roles across the festival from Front of House and Performance
Participants to logistics and office administration. We are keen to recruit
volunteers who represent the full diversity of people in contemporary
London.
This role requires a DBS check.
We are particularly interested to hear from Black and Asian candidates,
candidates from other minority ethnic backgrounds and those
identifying as D/deaf or disabled.
We are open to hearing from candidates with transferable skills from a
non-Arts background.

For more information please visit

festival.org/jobs-opportunities/

KEY RESPONSIBILITIES
Recruitment
• Recruit a pool of between 100 and 200 volunteers to fulfil a wide range
of roles for the festival, from a diverse range of backgrounds.
• Update Better Impact, our digital volunteer management platform, with
up-to-date information and use to recruit and manage volunteers.
• Maintain relationships with our existing committed team of Festival 		
volunteers
• Develop relationships with organisations who can support the 			
recruitment, training and management of our volunteers
Volunteer management, training and support
• Schedule volunteers across the Festival and liaise with GDIF staff in the
lead up & on site
• Plan and run appropriate induction and training for volunteers
• Develop an inclusive supported volunteering scheme to help lessen
access barriers to volunteering
• Ensure best practice safeguarding and wellbeing strategies and 		
procedures are in place
• Coordinate and support the development of the GDIF work experience
programme, including opportunities for volunteer skills development
• Act as the main point of contact for all volunteers during the Festival,
including attending events to provide direction and support to 			
volunteers

Evaluation and reporting
• Assist the Marketing Manager with the collection of audience data 		
through volunteers
• Assist the Marketing Manager with on-site fundraising at events 		
through volunteers
• Update the volunteering budget in consultation with the Engagement
Producer
• Coordinate and account for expenses paid to volunteers
• Maintain records and write an evaluation report post festival
• Organise a volunteer ‘Thank You’ event
• Carry out any other duties as required in delivering GDIF and other 		
FESTIVAL.ORG projects as may reasonably be required.

ABOUT YOU

PERSON SPECIFICATION
Essential

• Experience in volunteer recruitment
and management, community
engagement and outreach, or similar
role;

• Experience of team management or
leadership;

• Strong pastoral and interpersonal
skills with a proven ability to quickly
build and maintain relationships;

• Ability to take initiative, multi-task,
work effectively and efficiently under
pressure, with a strong understanding
of project-based and/or festival
working;

• Capability to problem solve quickly
and independently as well as working
successfully as part of a team to
deliver the needs of the role to the
highest standard;

• A flexible, proactive and positive
approach to manage and motivate a
diverse range of volunteers;

• Experience of working within diverse
communities;

• Experience of training and
developing the skills of others;

• Great administrative skills with
proven attention to detail and track
record of database management,
monitoring, and evaluation;

• Excellent written and oral
communication skills, plus sound IT
knowledge;

• Availability to work evenings and
weekends as required, including full
duration of the festival period;

• Sound knowledge of safeguarding
procedures and best practice;

• A satisfactory DBS (Disclosure and
Barring Service) criminal records
background check.

Desirable

• An existing awareness of community
groups in the Royal Borough of
Greenwich, Newham, Tower Hamlets;

• A knowledge of Better Impact online
volunteer management system.

CONDITIONS OF
THE ROLE
Availability:

The position is offered as a fixed term, freelance contract between
early June and late September 2021; we anticipate a commitment
to be approximately 60 working days. The successful candidate will
be expected to be available during the festival dates (27 August – 11
September) including evenings and weekends.
The role will likely be 3 days per week between June to July, increasing
to 5 days per week in August to September inclusive of the Festival
period, plus 3 evaluation days after the festival in September.

Location:
Primarily at the FESTIVAL.ORG offices in Greenwich, London.
The Volunteer Coordinator will be expected to travel within London as
part of this role.

Salary:
£6,000 freelance fee (inclusive)

HOW TO APPLY
To apply, please send us:
1. A completed Application Form
2. A completed equal opportunities form*
These can be downloaded from our website:

festival.org/jobs-opportunities/
Applications should be emailed to Marie Faucher, 				
Festival Administrator:
			 marie@festival.org 			
with ‘Volunteer Coordinator application’ in the subject line by
10am on Wednesday 12 May 2021.
If you would prefer to apply through an alternative media or
process, or have any questions prior to application please contact
Aliyah at aliyah@festival.org or
07881 583 509 to discuss.
Interviews will take place on Tuesday 18 May 2021.
- Please advise us of any access requirements.
- Please advise if you are unavailable on these dates.

For more information, a full Job Description,
and an equal opportunities form, please visit

festival.org/jobs-opportunities/

*FESTIVAL.ORG is committed to an equal opportunities policy in its
employment practices with the aim of ensuring that everyone who
applies to work for us receives fair treatment. To help us achieve this
aim we ask you to complete the monitoring form and enclose it within your application email. This information will be used to monitor the
effectiveness of our Equal Opportunities Policy and is not used as part
of the recruitment assessment process.
As part of our commitment to inclusion, we are involved in the Positive
Action of offering an interview to any D/deaf or disabled applicants
who meet the ‘Essential skills’ for this role.

Thank you for taking the
time to read this recruitment
pack and for your interest in
Festival.org.

