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Your Role 
 
Doc/Fest is a creative space for discovery, collaboration and inspiration. We champion and push forward 
talent, ideas and interaction for the future of film and the arts. We are an open, inclusive festival, bringing 
together veteran creatives, new voices and our city to shape and question the world we live in, creating 
a sense of community and the potential for change. 
 
You will help us celebrate, share and debate non–fiction arts as a collective form of engagement by 
producing all festival publications and printed materials and working closely with the festival’s designers 
and programming team to produce all editorial content for our print and digital content strategy.  
 
As our Print & Editorial Producer you will invite audiences to engage with experiences and stories from 
different parts of our world and to join the makers in inspiring moments. You will be helping more people 
to enjoy an exciting encounter with filmmakers and helping them discover Doc/Fest for what it is: a place 
for inspiration, debate, growth and challenge. 
 
 

Your Tasks 
 
 

• Collate and produce festival publications inline with the print and distribution strategy set by the 
Head of Communications & Press; 

• Oversee and monitor all production processes to ensure the highest quality and consistency and 
that the publications are delivered on time and within budget; 

• Find the most appropriate production suppliers for print and negotiate all requirements for festival 
print with them;  

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

for production;   
• Set and coordinate the timelines and schedules for print production with festival teams and 

content providers and suggest improvements to the flow of information;  
• Set briefs, work to deadlines and word counts for each publication and have regular meetings with 

each team;  
• Review the print production workflow and implement any improvements to how teams collate 

and deliver content; 
• Produce print production schedules, sign-off and reporting documents; 
• Collate and edit all content for all festival print, including but not limited to festival programme, 

catalogue and industry guide; 
• Closely proof-read all content; 
• Act as a brand guardian for Doc/Fest, ensuring our organisation is represented by correct branding 

and logo on all digital platforms, as instructed and signed off by Head of Communications & Press;  
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• Service existing festival partnerships and media partnerships in all print; 
• Liaise with local partners and Sheffield City Council to produce the outdoor media campaign ahead 

of the Festival; 

• Create adverts in-house for external catalogues and magazines;   
• Task manage the Print & Editorial Assistant and Communications Assistant in the production of 

assets required by the team (flyers, business cards, road maps etc) and in-house signage ensuring 
its accurate positioning and movement throughout the Festival. 

• With the Volunteer team oversee the collation of materials for the passholder bags and the 

packing on them;   
• Coordinate the distribution of festival print ahead and during the festival; 
• Coordinate merchandise sales during the Festival;  

• Manage a team of signage volunteers during the Festival;   
• With the Film and Alternate Realities team, ensure that the award slips have been created in-

house and then distributed them across festival venues; 
• Work together with the Head of Communications & Press with capturing, collating, inputting and 

analysing public and delegate surveys and all audience data;     

• Analyse and report back on key success and learnings in relation to communications campaigns;   

• Write appropriate sections of the Festival Report and Debrief;   
• Actively engage with the organisation’s vision and policies regarding equal opportunities and 

diversity, artistic ambition, participation and engagement, health and safety, evaluation and 
monitoring; 

• Ensure you adhere to and actively participate in ensuring Doc/Fest delivers on the commitment 
to the environmental policy; 

• Ensure all data stored is GDPR compliant; 

• Any other reasonable tasks as requested by the  Head of Communications & Press and 
management team. 
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Your Skills & Experience  
 
 
 

• You have a passion for arts and film; 

• You are a great writer with excellent copywriting and proofing skills;   

• You have a demonstrable track record of having produced a number of publications on schedule; 

• You have a passion for print materials, techniques and processes and believe that print is not dead; 

• You are experienced with Microsoft Word, Excel, PowerPoint and have working knowledge of 

Adobe Creative Suite, particularly InDesign; 

• You are confident in collating and editing large amounts of information from various sources;  

• You are able to run and refine accurate production estimates; 

• You know how to prioritise effectively and pursue a number of projects in parallel; 

• You have a collaborative and flexible approach to working with others; 

• You have a track record of making effective editorial decisions; 

• You are an expert multi-tasker with a keen eye for detail, a pragmatic problem solver, able to 

prioritise tasks effectively, even when under pressure; 

• You meet deadlines and are able to plan content schedules in advance, both long and short-term; 

• You can handle several tasks/projects at once and thrive under pressure; 

• You are flexible with working hours, and fully available in the lead-up to and over the festival 

period. 

 

Your Contract Overview  
 
 
 
Role:                   Print & Editorial Producer 

Tenure:              3 February – Part Time - 2 days a week;  

                            24 February – Full Time until 12 June 2020; 

Total:                 84 days in total; 

Contract:           Worker contract – you are responsible for your own tax and insurance.  

                            You will also accrue sick/holiday pay. 

Fee:                    £6307.20 / £72 per day – this fee includes an increased day rate over  

                            the festival to reflect the 12 hour days; 

Holidays:           You will accrue 9 days holiday. 

Festival dates:  4-9 June 2020 
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How to Apply  
 
 
We are inviting prospective applicants to apply for this role by submitting either an up-to-date CV and a 
covering Letter, of no longer than 300 words. Or a video (length: up to 15 mins) explaining why you think 
that you would be a good fit for the role and why you want to apply.  
 
Please address applications to: Maria Stoneman, Head of HR & Participation.  
Email address: recruitment@sheffdocfest.com 
 
Subject heading: Print & Editorial Producer 
Please also direct any queries to the same name/email. 
 
If you require further information (including requests for printed forms/access support), please contact 
us on +44 114 276 5141 or you are encouraged to take up the offer of a confidential conversation with 
our Maria, Head of HR & Participation before applying. Please email her on 
recruitment@sheffdocfest.com to arrange a good time to talk. 
 
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:  10:30am GMT Friday 3 January 2020                
Interview date: 9 January 2020                                   
Start date:  3 February 2020, or as soon as possible to this date. 

 
 
 
 
 
 
 

mailto:recruitment@sheffdocfest.com
mailto:recruitment@sheffdocfest.com
https://docs.google.com/forms/d/e/1FAIpQLSf46Y4IQ_-tJBFowgFBOUu8OvqzSg3OCZEdUVHFtOs8aKwwyA/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSf46Y4IQ_-tJBFowgFBOUu8OvqzSg3OCZEdUVHFtOs8aKwwyA/viewform?usp=sf_link
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Equal Opportunities 
 

Sheffield Doc/Fest is proud to be a Disability Confident Committed employer – our jobs are like our 
festival, are open to all. 
 
We believe that documentaries, and those working in the arts and in media – including ourselves - have 
a part to play in creating a society which is proud of its diversity and its multi-cultural heritage. 
 
Doc/Fest’s programme-centred approach to inclusiveness puts diversity at the forefront of its activity. 
Through the documentaries we showcase and the talent we develop, we aim to celebrate diversity, 
promote equality, and challenge discrimination. 
  
Equally, we are committed to providing a welcoming, accessible, inclusive and positive experience for all 
festival attendees, and for all team members and volunteers – regardless of age, disability, sex, gender, 
sexuality, marital/civil partnership status, pregnancy, maternity, paternity, race, religion, belief, or socio-
economic background. We’re proud to be a Disability Confident committed employer, supporting 
disabled people in the workplace. 
 

 

 

Contact:  
Maria Stoneman,  
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