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	Organisation Name


	The Cumnock Tryst

	Organisation Overview
	For a few autumn days the East Ayrshire town of Cumnock becomes a meeting place for music. Founded by composer Sir James MacMillan, The Cumnock Tryst brings some of the world's greatest musicians into local venues in and around Cumnock, with the community at the heart of all of its activities. 

Now in its third year the 2016 festival will run 29 Sept – 2 Oct. 
The Cumnock Tryst would like to recruit a Festival Assistant to be involved with this exciting and growing festival. If you are interested in festivals and music then these four days will be filled with fantastic events, that you will get the chance to experience and be a part of. 


	Role Title


	Festival Assistant

	Location of position


	Working from home, occasional meetings in Glasgow/Edinburgh/Cumnock, and based in Cumnock during the festival.


	Responsible to


	Festival Manager

	Purpose/ summary of role 
	To work directly with the Festival Manager assisting in daily administrative tasks to ensure the festival will run smoothly, both in the months prior and during the festival. Event management during an educational course prior to the festival and also front of house duties during the festival. 


	Description of tasks
	· Concert Programme content compiled – contacting artists to pull content together, and working with the Festival Manager, Marketing Manager and Festival designer to collate and produce the programmes. 

· Composer’s course – Venue management in Cumnock in Sept (wc 19 Sept) and assistance at the concert on 1 Oct 2016. 

· Venue and concert management, and front of house duties as required during the festival, which runs 29 Sept – 2 Oct 2016. 
· Invites and rsvp’s for Receptions during the festival. Guest list on the door.

· Assistance with volunteer training, mailings, distribution of volunteer documents.

· Social media content and updates leading up to the festival.

· Assistance with festival evaluation and reporting.

· Answer festival enquiries. 

· Adhoc duties as required by the Festival Manager. 



	Time Commitment


	Starting June 2016.
On average 0.5 days a week till end Oct 2016, plus extra days for the composers course (wc 19 Sept) and for the Festival, 29 Sept - 2 Oct 2016.  

	Skills and Qualifications
	Strong administrative skills, with the ability to work independently and to deadlines.

Front of house and event management experience is desirable.

Interest and knowledge of classical music and festivals is desirable.


	Fee and expenses 
	Fee: £85 a day, to a maximum of £1,500. (approx. 17 days in total)
Out of pocket expenses will be reimbursed to a pre-agreed amount.

	Application Procedure
	CV & Covering letter to say why you would like to work for The Cumnock Tryst and how you would gain from the opportunity, and also outlining relevant skills and experience. To be submitted with the contact details of two referees to info@thecumnocktryst.com. Interviews will be held on 31 May.

	Contact Information 
	info@thecumnocktryst.com



	Deadline
	17.00 19 May 2016

Interviews will be held on Tuesday 31 May 2016
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