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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” and winner of TIme Out 
London’s Best Event of the Year Award in 2021.  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. 

FESTIVAL.ORG also produces year round events and projects which have 
recently included Borealis (2021), touring productions such as Black 
Victorians (2021) and consultancy projects that grow out of our pioneering 
work with Deaf and disabled artists and audiences, as we work towards 
making outdoor events more accessible to everyone.

Inclusion is fundamental to all our work, 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 the UK, 
ensuring that marginalised voices and stories are foregrounded in our artistic 
programmes and delivery.

  ABOUT FESTIVAL.ORG



Job title: 
Reports to: 
Working relationships: 

Freelance Fee: 

Contract: 

Hours: 

Availability: 

Location: 

Closing date: 
Interviews

PRODUCTION ASSISTANT 
Production Assistant
Head of Production 
Artistic Director/CEO, Executive Producer, 
Assistant Producer, Operations Manager, 
Access Producer, Administrative Producer,

£4,000 (£100 per day) 

Fixed term, June - October 2022 The role is 
a part time, freelance contract. The below 
indicates the anticipated demands of the job.

Late June: onboarding- 1 day 
1 July – 26 August: 20 days 
26 August – 11 September: 15 days 
Post Festival: 4 days  

You must have full availability for GDIF 2022  
(26 August - 11 September), including evenings 
and weekends.

FESTIVAL.ORG are based in Greenwich, South 
East London. We expect this role to be office 
based.

10am Monday 10 May 2022
W/C 16 May 2022 (Please advise if you are 
unavailable on these dates. We will make 
provision for access needs as appropriate.)



We are looking for an attentive, dynamic Production Assistant to support on 
the delivery of GDIF 2022. 

The Festival requires support on key production tasks through the pre-
production and on site phases of the project. 

This is a development role so we aren’t expecting you to have years of 
experience, just a commitment to the project and an eagerness to learn on 
the job. 

We are particularly interested to hear from candidates from backgrounds 
that are under-represented in our organisation, in particular candidates from 
Global Majority backgrounds and those identifying as Deaf or disabled. 

ABOUT THE ROLE



PRE-PRODUCTION 

• Manage festival logistics schedule and act as the point of contact for the 
logistics provider;

JOB DESCRIPTION 

- Check in with all production suppliers prior to site days to ensure 
deliveries are arranged as per plan; 
- Ensure communication within core and wider team of logistics 
schedule and deadlines for kit allocation; 
- Liaise with Stores Manager to arrange allocation of central 
production kit for each show;

• Assist on central production procurement, contacting suppliers and 
obtaining quotations as per show requirements; 

• Specify, order and produce site production kits for each event; 

• Assist the Head of Production with administrative duties: 

- Manage the H&S documentation tracker; 
- Work with the Executive Producer to ensure all budget items are 
signed off in advance and invoices/payments tracked;

• Assist in the compilation of event safety files for local authorities and 
stakeholders (ESMP & other documentation); 

• Working with the Access Producer, assist with access requirements across 
the festival; 



• Ensure that production packs are produced in time for onsite;  

• Liaise with the Head of Marketing to produce all relevant H&S signage for 
each event; 

• Working with the Operations Manager, ensure that site accreditation is in 
place and communicated to all production personnel; 

• Specify crew, artist, volunteer welfare equipment provision for each show;

• Specify GDIF team PPE requirement;  

• Order site welfare provisions for all shows. 

ON-SITE

• Serve as on-site production assistance across key GDIF shows;

• Lead on GDIF managed logistics and be the point of contact for production 
managers;

• Manage the safe return of centralized kit orders to the chosen supplier after 
each show; 

• Manage the collection of all on site show reports, collate and save to the 
designated space on the server; 

• Any other tasks as required.

POST-EVENT

• Ensure that all receipts and invoices for purchase are correctly filed and 
reconciled on event budgets; 

• Ensure that all reporting documentation has been received and is correctly 
stored on the server; 

• Attend a festival team de-brief. 



ESSENTIAL

• Some previous experience in event production
• Ability to take initiative, multi-task, work effectively and efficiently under 
pressure, with an 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. 
• Exceptional administrative skills with very strong attention to detail and some 
proven track record of project planning, monitoring and evaluation
• Excellent written and oral communication skills, plus sound IT knowledge; 
• Availability to work evenings and weekends as required. 

DESIRABLE

• Some previous experience in the outdoor arts/ festivals; 
• Experience of managing project budgets effectively and delivering on target.

PERSON SPECIFICATION 



To apply please send us 

1. A completed Application Form
2. A completed Equal opportunities form*  which can be found on our website: 
festival.org/jobs-opportunities

We actively encourage people from a variety of backgrounds with different 
experiences, skills, and stories to join us and influence and develop our 
working practice, particularly those with lived experience relevant to our 
mission to reflect the communities we work in. By taking positive action 
around diversity, we will guarantee interviews to candidates who meet the 
minimum criteria as outlined in the Person Specification and identify as 
Global Majority, Deaf or disabled. 

Applications should be addressed to Caroline Francis (Assistant Producer)  
caroline@festival.org with ‘Production Assistant Application’ and your name 
in the subject line by 10am on Tuesday 10 May 2022. 

If you would prefer to apply through an alternative proccess or media or 
process if you have any questions prior to applying, please contact Ellie at 
ellie@festival.org to discuss further. 

HOW TO APPLY

*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. 



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

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

festival.org
@gdifestival


