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Volunteer Event Assistant & Office Assistant – Role Descriptions and Person Specification
Main purpose of the Volunteer Event Assistants
In general, all roles will encompass being an advocate for the Festival so you will need to know about the work that is being presented in the programme and therefore be able to effectively and accurately provide audiences with relevant information

Role descriptions for Event Assistants
	Role
	Commitment
	What the role involves

	Festival Runner
	20 full days
	· Working with the Production team and crew to help set up events

· Being up for anything!

· Assist with get-ins and get-outs from all Festival venues and outdoor sites as required

· Run errands for the Production team

· Run errands for artists

· Driving the Festival vehicles to take artists to and from venues, picking up equipment, delivering

· General production requirements

· This role involves long days and lots of physical work, inc. heavy lifting

	Crew Member
	A minimum of 7 days
	· Being part of the team that makes it all happen!

· Aiding artists with their set-ups

· Helping the Production team set up venues & sites (inc. Festival Gardens, Spiegeltent, Earlham Park)

· Work will include:

1. Piano moving and installation

2. Backline set up

3. Loading & unloading artists sets & equipment

· Involves lots of physical work (moving heavy objects)

· Early starts and late nights

	Crowd Control
	2 to 4 days
	· Working with the Crew and Production teams in managing crowds at outdoor events

· The role requires the ability to be assertive with the public to ensure the safety of the crowd/audience

· It involves working outdoors on large-scale performances

	Welcome Hosts
	A minimum of 7 days
	· To welcome Festival artists on arrival in Norwich
· To supply them with an Artist Welcome Pack, which will include information about where to eat, transport, internet access, maps, etc

· Provide the artists with their event schedule

· Be a point of contact between the artists and the Festival (from their arrival in Norwich at the train station/airport until their first rehearsal at the venue)

· Liaise with the Event Manager if delays occur

	Driver
	A minimum of 7 days
	· You must hold a full, clean driving licence and be over the age of 25 (or held your licence for a minimum of 5 years)
· To drive all Festival vehicles (cars, vans, etc) to collect and drop off artists, collect & drop off equipment, to drive the Festival Director to required receptions

	Venue Assistant
	1 to 2 full days per event
	· Assist the Event Manager in working on venue based performances during the Festival

· This includes artist liaison, hospitality & setting up venues

· The purpose of this role is to help ensure the smooth running of events that range from Classical music right through to contemporary dance

	Stewarding (before and during performances)
	A minimum of 3 days
	· Being a point of contact and representative of the Festival – you would be part of the Front of House operation

· Provide information to audiences, watch over the event, generally assisting with the running of events and performances

· Some roles as Steward will involve a degree of interaction with the public/audiences eg. helping them find their seats
· Sell programme books

· For NNF10 we need CRB checked stewards to work during the two days of the Garden Party in the Festival Park at Chapelfield Gardens

· The audience begin their experience of an event as soon as they step through the door of a venue – so you are there to make sure this experience is as perfect as it can be!

	Invigilation (of installations)
	A minimum of 8 days
	· Being a point of contact and representative of the Festival

· Providing information to audiences, watching over the installation
· Generally assist with the running of events and performances

	Spiegeltent Hosts
	A minimum of 8 days
	· These positions will be cast as the roles are integral to the look and feel of the venue

· The role requires you to be in costume

· The purpose of the role is to welcome audiences as they arrive and answer any questions they might have about the event or the Spiegeltent

· This is a crucial role where you need to be confident and charming when dealing with the public!

· The audience begin their experience of an event as soon as they step through the door of a venue – so you are there to make sure this experience is as perfect as it can be!

	Spiegeltent Bar Staff
	A minimum of 8 days
	· To serve drinks and refreshments to the audience

· You will need to have some previous experience of working behind a bar

· You will need to be a good communicator, and confident and charming when dealing with the public

· The role involves handling cash and a chip & pin PDQ machine

· The role may require you to be in costume

	Front of House Host
	A minimum of 3 performances
	· Similar role to the Spiegeltent Host

· To welcome audiences as they arrive at performances, to act as point of contact for the audience and clearly represent the Festival

· This role may involve some marketing work e.g. exit flyering

· This is a crucial role where you need to be confident and charming when dealing with the public!

	Specific Roles in Performances & Projects
	Varies, between 5 & 10 days
	· Some roles will involve acting as part of a performance

· Some roles involve dancing & getting involved in performances

· More details to be announced once Festival programme is released to the public 26 February 2010


Task descriptions for Volunteer Office Assistants

There is no minimum requirement of commitment with the office based roles. Your details would be kept on our volunteer database and when work in the office arises throughout the year, everyone on the database is emailed about the opportunities on offer. It is then up to you to respond to this email if you are interested, but opportunities are offered on a first-come-first-served basis.
	Task
	What the task involves

	Mailings
	· Collating papers
· Stuffing envelopes

· Applying postage stamps and address labels

· Posting or taking envelopes to a post box or post office

· Working as part of a team is important for this role

	Data entry
	· Using Microsoft Excel to enter data from hard copy or digital copy to a  spreadsheet
· Could involve setting up new databases or maintaining current ones

· Attention to detail is a crucial skill needed for this role to ensure accuracy of data

· Some recent experience and knowledge of MS Excel also necessary

· Possibly some data analysis work will be required at times

· Possibly some data cleaning work will be required at times (tidying up and updating of data)


	General Administration
	Could include:
· Creating, modifying or maintaining MS Word documents

· Design work using MS Publisher

· Data entry using MS Access

· Sending emails using MS Outlook

· Calling people using the telephone

· Filing (hard copy and electronic)

· Photocopying and collating papers

· Faxing

· Generally assisting around the office

	Print distribution
	· Distributing various pieces of print (brochures, posters, postcards, flyers, etc) to venues around Norwich
· Venues might include pubs, cafes, shops, arts organisations, libraries, Tourist Information Centres, etc

· Distributing print out on the streets to passers-by

· You would need to be a confident communicator and to be fairly assertive but polite when dealing with the public

· You would need to be prepared to read up about the piece of print you are distributing to ensure you can communicate what it is about effectively to the public

· This role involves being an advocate and representative of the Norfolk & Norwich Festival


Please see overleaf for Person Specification and Terms
Person Specification
All Volunteer Event Assistants & Office Assistants need to have:

· A positive and enthusiastic attitude

· Good communication skills

· An approachable and friendly nature

· A confident and outgoing personality

· The ability to respond positively to variety and spontaneity

· A willingness to support Norfolk & Norwich Festival’s commitment to Equal Opportunities

· A good knowledge of Norwich

· Excellent knowledge of the Festival programme (assisted by NNF briefings)

· Flexibility with shift periods

And be:

· Responsible and reliable

Terms (for Volunteer Event Assistant roles)
· You will be based at various venues and key information points throughout Norwich during the Festival

· You will be required to volunteer on a rota basis throughout the Festival from 3-23 May 2010. This would be dependent on your availability, however we do require you to be able to commit to working during the Festival for a minimum of 8 hours / 2 shifts. Your availability should be similar to any stated shift times and minimum commitment requirements within the role description(s) for the role(s) you’re interested in.
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