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Sheffield Doc/Fest is offering the opportunity for a marketing professional to join the 2018 Festival team as 
Publications & Marketing Coordinator.  

The Publications & Marketing Coordinator is responsible for producing all festival publications and printed 
materials, including gathering all content from relevant staff members and catalogue writers, and working 
closely with the festival’s designers and marketing team to ensure all publications are consistent in line 
with the Festival style guide, schedules are kept up to date and deadlines securely met. 

A keen eye for detail is a must, with an ability to proof read at a high level. The successful applicant will 
have experience of layout design and knowledge of Adobe Photoshop and InDesign, and will have excellent 
written, communication and organisational skills. Create design aptitude and initiative is essential, and final 
designs will feature across Sheffield and travel the world. 
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General Marketing  

 Coordinate the collation, design, production and editing of all marketing materials;   

 Input into, and deliver the Doc/Fest marketing, communications and outreach strategy for the 
Festival;   

 Research and suggest new and trending communication tools; 

 Work closely with the Festival’s graphic designers to refresh, and adhere to, the Doc/Fest brand;   

 Oversee the graphic designer’s work, respond to queries and manage schedules; 

 Ensure the organisation is represented by its correct branding and logo on all platforms, as 
instructed and signed off by the Marketing Manager;   

 Ensure that systems are set up to ensure smooth internal and external communication; 

 Ensure all data stored is GDPR compliant; 

 Service existing festival partnerships and media partnerships throughout the year;   

 Liaise with marketing officers from sponsor companies to service sponsor agreements;   

 Liaise with local partners and Sheffield City Council to book in outdoor media ahead of the Festival;  

 Copywrite with excellent language skills and accurate grammar;    

 Arrange contra deals with other organisations’ catalogues for advertising and logo placement;    

 Work closely with and allocate tasks to the Publications Assistant, Marketing Assistant, Press 
Assistant and Marketing Runner, ensuring timelines are adhered to and deadline are met;    

 Work with the Festival’s graphic designers to create merchandise, and liaise with outside suppliers 
for production;    

 Update relevant sections of Doc/Fest’s website as required;    

 Update relevant sections of Doc/Fest’s app as required;    

 Ensure that the Marketing Interns and Volunteers are being properly utilised;    

 Use Asana management system in order to set, and keep to, deadlines;    

 

Print    

 Coordinate distribution of printed material including organising staff to undertake regular postal 
mail outs;    

 Review the publications workflow and implement any improvements to how teams collate and 
deliver content for publications;    

 Set and coordinate the timelines and schedules for all publications with festival staff and content 
providers;    

 Set up and coordinate regular departmental meetings to ensure all departments are due to deliver 
content on schedule;    

 Set briefs, deadlines and word counts for each publication with each department;    

 Collate and edit all content for the industry catalogue, public programme guide, highlights booklet, 
and all other publications;    

 Closely proof-read all publications;    

 Work with Publications Layout Designer to ensure they have content from the Doc/Fest Films, 
Talks, Alternate Realities, Marketplace & Talent, Events, and Operations teams;    

 Task manage the Publications Assistant in selling advert space for the industry catalogue, public 
programme and for the delegate bag inserts;  

 Work together with the Marketing Manager with sponsor branding & publicity materials;    

 Task manage the Marketing Assistant in the production of signage in-house and with external 
designers, and ensure its accurate positioning and movement during the Festival;    

 Create adverts in-house for external catalogues and magazines;  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 Task manage the Publications Assistant and Marketing Assistant in the creation of in- house 
publications as required, including but not limited to flyers, Road Maps, and business cards;    

 Coordinate merchandise for sale during the Festival; Coordinate a team of volunteers during the 
Festival;    

 Coordinate packing of delegate bags and give-aways;    

 Create awards slips in-house;    

 Assist with the layout and presentation of the Festival report; 
 

Reporting    

 Analyse and report back on the successes / lessons learnt in relation to marketing campaigns;    

 Work together with the Marketing Manager with capturing, collating, inputting and analysing public 
and delegate surveys and all audience data;    

 Write appropriate sections of Final Festival Report and Debrief;    

 Write appropriate sections of funding applications and sponsor reporting.    

 Any other reasonable tasks as requested by the senior team.    

 
 

 

 

• Sound knowledge of computer program packages such as Office, Photoshop, and InDesign;   
• Excellent organisational skills;   
• Excellent communication skills;   
• Experience of having produced a number of publications on schedule;   
• Confident in collating and editing copious amounts of information from various sources;   
• Eagle eyed proofing skills;   
• Experienced in working with designers, external suppliers and marketing teams, etc.;   

 

Role:    Publications & Marketing Coordinator    

Reports to:   Marketing Manager     

Location:   Sheffield   

Fee:    £7000, freelance contract            

Tenure:   4/02/2019 – 19/06/2019 including some weekend and bank holidays 

Festival dates:  6-11 June 2019 
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We are inviting prospective applicants to apply for this contract by completing the downloadable application 

form here.  Please note that CVs will not be accepted.  

 

Please address applications to: Maria Stoneman, Head of Operations & HR.  

Email address: mailto:recruitment@sheffdocfest.com 

 

Subject heading: “Publications & Marketing Coordinator”.  

 

Please also direct any queries to the same name/email. 

 
We monitor the diversity of our workforce and for the purposes of reporting to our key funders we ask that 
you help us by completing the following questionnaire anonymously. Click here to be taken to the form. 
 

 

The deadline for applications is:               09:00 GMT, 7 January 2019 

Interview date:     15 January 2019 

Start date:     4 February 2019 

https://s3-eu-west-1.amazonaws.com/sheffdocfest.com/media_files/data/000/001/387/original/Sheffield_DF_Application_Form_FINALDEC18.doc?1543942475
mailto:recruitment@sheffdocfest.com
https://docs.google.com/forms/d/e/1FAIpQLSf7J0qbKQlLcBlxlPzx8mv9Ve-sAAinvjsBs2jct1eu3lahlg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSf7J0qbKQlLcBlxlPzx8mv9Ve-sAAinvjsBs2jct1eu3lahlg/viewform
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Sheffield Doc/Fest is a creative space for discovery, debate, collaboration and inspiration. We 

champion and push forward new talent, ideas and interaction for the future of the industry. 

 

We are an open, inclusive festival, bringing together veteran creatives, new voices and our city to 

share, shape and question stories of the world we live in. What’s your story? 

 

The six-day festival and all-year activity consists of events across five programme areas:  

FILM – New cinema, film and artist’s moving image  

ALTERNATE REALITIES - Interactive, augmented and virtual reality story worlds  

TALKS – Masterclasses, summits and panels  

MARKETPLACE & TALENT - Industry, talent, training and pitching  

SOCIAL – Parties and networking  

Plus ALL YEAR – Film Screenings, Alternate Realities Tours, Talks and Training  

 

Every year, we’re proud to connect thousands of creatives with industry players in a nurturing 

environment, resulting in the discovery of new talent, new collaborations, and new commissions for 

cinema, television and online.  

 

We host a festival experience that is creatively inspiring, and the place for pioneering and innovative 

filmmakers, ideas, projects, debate and thinking – as well as for business, pitching and training.  

 

The next Festival will take place 6-11 June 2019. 

http://www.sheffdocfest.com/
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Access 

Sheffield Doc/Fest is able to accommodate for all disabilities. If the successful 
candidate requires that we make reasonable adjustments in the office to 
accommodate them, we will be able to do this and also if necessary support them in 
making an application to the Access to Work government run scheme. 
 

Equal Opportunities 
Sheffield International Documentary Festival Limited (Sheffield Doc/Fest) operates a 
policy on all matters pertaining to Equal Opportunities: Sheffield Doc/Fest believes 
that culture, the media, and the process of changing culture are important driving 
forces in creating a society which is proud of its diversity and its multi-cultural 
heritage. Sheffield Doc/Fest will actively promote and celebrate this diversity and in all 
its activities take positive action to end all forms of discrimination including based on 
age, disability, gender reassignment, marriage and civil partnerships, pregnancy and 
maternity, race, religion and belief, sex and sexual orientation.  

 

 

 

mailto:https://www.gov.uk/access-to-work

