
 

 
  

Job Description 
 
Job Title: Festival Administrator 

 
Location: Guernsey 

 
Responsible to: Festival Director 
Hours: A maximum of 500 hours over the year, 

predominantly the 6 months from 
December to May. 
Some evening and weekend work 
during Festival 

Salary:  On application 
Employment Basis: Self Employed/part-time  
 

Background Information 
The Guernsey Literary Festival is one of the highlights of Guernsey’s arts calendar bringing some of 
the world’s greatest writers, speakers and thinkers to the island as well as celebrating local writing 
talent. With events for all interests and ages, the Festival is a unique opportunity to come together 
to celebrate the written word. As a result of its success, The Guernsey Literary Festival is seeking to 
fill the following role: 

 
The Role 
Handling administration work for the Festival including but not necessarily limited to: 

 
Speaker Administration 
●​ Arranging all travel and accommodation for each speaker 
●​ To receive and collate all Speaker Information Forms for the Festival 
●​ Preparing contracts for each speaker based on template provided and dealing with all queries in 

relation to either from the speaker or from their agent 
●​ Liaising with the volunteer coordinator regarding collection and return of the speaker to the 

airport/ferry terminal 
●​ Collate and distribute speaker schedules/goody bags and arrange tours with Visit 

Guernsey/Hauteville House if required. 
●​ Work with the programming team to ensure event descriptions and bios are received from the 

speaker and signed off for inclusion in the printed programme. 
●​ Requesting books from publishers and organising books to be delivered to schools and other 

 



 

 
  

community settings as required. 
●​ Create a draft programme spreadsheet on the drive for main, community and school speakers 

and input speakers as they are confirmed so the team can track which days are filling up etc.  
●​ Communicating arrangements to event chairs and interviewers; ensuring books and 

other research materials are requested and sent to event chairs in good time. 
●​ Create a master document for each event, listing speaker and chair details, stage and AV 

requirements, volunteer stewards, how the speaker is getting to/from the venue, book sales 
and any other relevant info. 

 
Supplier Administration  

●​ Book all AV suppliers (with assistance from Festival Director) and liaise with them to ensure 
they have details of AV requirements, presentations in advance, stage furniture requirements. 

●​ Booking hotels for the festival and liaising with hoteliers to negotiate preferential rates. Liaison 
with venues regarding booking enquiries. 

●​ Supporting the administration and smooth running of the festival competitions and education, 
community and outreach programme as required with administrative assistance. 

 
General Administration  

●​ Attend monthly meetings and take the minutes.  
●​ Be available for last minute glitch sorting and other duties as required. 
●​ Attend events as a festival representative to welcome speakers as needed. 
●​ Assisting with other administrative and operational tasks related to the festival as required. 
●​ Assistance during the festival period with administrative duties. You may be required to take on 

such reasonable additional and other responsibilities and tasks as we need from time to time. 
●​ Liaise regularly with the Festival Director, Programming, Marketing, Volunteers, 

Sponsorship and Finance teams. 
 
Note: This job description is not exhaustive. Flexibility is required, and other reasonable tasks may be 
assigned as needed. 
 
Person Specification 
 
Skills & Experience 

●​ Excellent organisational and time-management skills with impeccable attention to detail. 
●​ Strong written and verbal communication. 
●​ Attention to detail. 
●​ Excellent IT skills, including Microsoft Team, Word and Excel. 
●​ Ability to prioritise, plan and structure own workload to meet fixed deadlines. 

 



 

 
  

●​ Resourcefulness, commitment and ability to work as part of a small busy team or on 
●​ own initiative as required. 
●​ Ability to prioritise, plan and structure own workload to meet fixed deadlines. 

 
Personal Qualities 

●​ Professional and articulate. 
●​ Confident and flexible. 
●​ Persuasive and collaborative. 
●​ Enthusiastic about the Festival’s mission and a love of the arts. 
●​ Experience of working or volunteering in a festival or art/publishing environment. 

 
Hours: 

●​ A maximum of 500 man hours over a festival period, predominantly the 6 months from 
December to May, excluding the steering group attendance. The estimation for how these 
hours may break down in as follows: 
 

Month Hours Month Hours 

July 5 Jan 70 

Aug 5 Feb 70 

Sept 30 Mar 60 

Oct 30 April 70 

Nov 30 May 50 

Dec 60 June 20 

  Total 500 
 

This includes attendance at steering group meetings and to provide such assistance during the festival 
period as might be agreed between the parties. 
 
How to Apply 
 
Please send a CV and covering note to: 
​
Claire Allen,  
Festival Director  
director@guernseyliteraryfestival.com ​
07781 136 328 
 
Deadline for applications: 12/07/2026 

 

mailto:director@guernseyliteraryfestival.com


 

 
  

 

 


	Job Description 
	 
	Job Title: 
	Festival Administrator 
	 
	Location: 
	Guernsey 
	 
	Responsible to: 
	Festival Director 
	Hours: 
	A maximum of 500 hours over the year, predominantly the 6 months from December to May. 
	Some evening and weekend work during Festival 
	Salary:  
	On application 
	Employment Basis: 
	Self Employed/part-time  
	 
	Background Information 
	The Guernsey Literary Festival is one of the highlights of Guernsey’s arts calendar bringing some of the world’s greatest writers, speakers and thinkers to the island as well as celebrating local writing talent. With events for all interests and ages, the Festival is a unique opportunity to come together to celebrate the written word. As a result of its success, The Guernsey Literary Festival is seeking to fill the following role: 
	 
	The Role 
	Handling administration work for the Festival including but not necessarily limited to: 
	 
	Speaker Administration 
	●​Arranging all travel and accommodation for each speaker 
	●​To receive and collate all Speaker Information Forms for the Festival 
	●​Preparing contracts for each speaker based on template provided and dealing with all queries in relation to either from the speaker or from their agent 
	●​Liaising with the volunteer coordinator regarding collection and return of the speaker to the airport/ferry terminal 
	●​Collate and distribute speaker schedules/goody bags and arrange tours with Visit Guernsey/Hauteville House if required. 
	●​Work with the programming team to ensure event descriptions and bios are received from the speaker and signed off for inclusion in the printed programme. 
	 
	Supplier Administration  
	●​Book all AV suppliers (with assistance from Festival Director) and liaise with them to ensure they have details of AV requirements, presentations in advance, stage furniture requirements. 
	●​Assistance during the festival period with administrative duties. You may be required to take on such reasonable additional and other responsibilities and tasks as we need from time to time. 
	Person Specification 
	Skills & Experience 
	●​Excellent organisational and time-management skills with impeccable attention to detail. 
	●​Strong written and verbal communication. 
	●​Attention to detail. 
	●​Excellent IT skills, including Microsoft Team, Word and Excel. 
	●​Ability to prioritise, plan and structure own workload to meet fixed deadlines. 
	Personal Qualities 
	●​Professional and articulate. 
	●​Confident and flexible. 
	●​Persuasive and collaborative. 
	●​Enthusiastic about the Festival’s mission and a love of the arts. 
	●​Experience of working or volunteering in a festival or art/publishing environment. 
	Hours: 
	●​A maximum of 500 man hours over a festival period, predominantly the 6 months from December to May, excluding the steering group attendance. The estimation for how these hours may break down in as follows: 
	 
	 
	This includes attendance at steering group meetings and to provide such assistance during the festival period as might be agreed between the parties. 
	How to Apply 


