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2016

Job Description: Trainee Event Producer
To work as part of the Nithraid Production Team at The Stove. This team consists of Matt Baker (Lead Artist). Ailsa Watson (Operations Manager) and Ellen Mitchell (Production Assistant and Designer). 

Tasks/Responsibilities:
· Contribute ideas to the overall shaping and content of the event
· Assist in preparation of a marketing and press plan and (with support) deliver the marketing/press plan
· [bookmark: _GoBack]Assist with coordination of all artists and production crew working at Nithraid
· Assist the team with arranging and documenting meetings 
· Assist in managing relationships with event sponsors
· Assist the team by managing digital event information (e.g. maintaining spreadsheets and files online etc.)
· Organising event mail outs and updating mailing lists etc.
· Preparation of site layout maps and information for printed event programme
· Hands on site management – directing stallholders etc.
· Helping run press and hospitality events to promote the event
· Other ad hoc tasks as they arise

Qualities sought
ESSENTIAL
Natural communicator and team worker
Solid IT skills including Excel, Word, email, social media
Creative problem-solver and unafraid to roll up your sleeves and get stuck into anything that needs doing
Organised approach to your work and attention to detail
Own laptop/computer/tablet suitable for carrying out IT elements of role 

DESIRABLE
Some experience of design-based software (e.g. Photoshop) 
Natural flair for engaging with people and promoting events
Desire to contribute your own ideas to making Nithraid truly awesome
Driver
Some experience of working in the arts
Some experience of managing budgets

Time Commitment:
The role will span from late June / early July to 9th September (Nithraid takes place on 3rd September). There are no set hours for the role – applicants will need to be flexible and fit their commitment around the demands of the project (expect a steady rise in hours worked towards the week before the event – this last week will be properly full-time!). There will be some clearing up required after the Nithraid event – hence the finish date of 9th September

Payment
Each Trainee Creative Producer will be paid a fee of £1,500 for their time working on the project. In addition, some travel expenses are available. The fee will be paid in stages through the project by arrangement with the successful applicant.


How to Apply
Please send the following:
· A letter explaining why you are interested in this role and what you feel you can bring to it.
· A separate document listing the experience you have that you think makes you suitable for the role 
· The name of a person who we can contact, who will be able to tell us about you and your suitability for this role (include the name and contact details for this person in your ‘experience’ document).

Send these documents as attachments to an email addressed to info@thestove.org with a subject line ‘Trainee Event Producer – Nithraid 2016’

Deadline for applications to be received is 5pm Friday 10th June
Interviews will be held on Tuesday 14th June
Start date would ideally be Monday 27th June but can be flexible.

If you have any questions about the role, or the application or have any special needs in regard of either please do get in touch by phoning 01387 252435, emailing info@thestove.org or calling in at The Stove, 100 High Street, Dumfries DG1 2BJ. N.B. There will not always be someone available to speak to you at The Stove, if there is not you will be able to make an appointment when someone is available.
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