VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION   

Volunteer role title:
Volunteer Sponsorship Assistant
IMMEDIATE RECRUITMENT


Main Purposes of the Post
To provide a high standard of assistance to the Sponsorship Team within the office in the run up to the Festival, and sponsor related activities during the Festival.
Tasks
Administrative tasks and general assistance.
Support account managers

Collate and clear event footage and photography for Sponsors

Sponsor relations on sponsor nights e.g. ushering, directing, information point etc

Any other duties within the scope and status of the role

Your Profile:  Person Specification
Essential 
Some experience of providing efficient and quality administrative support

Positive and enthusiastic attitude

Commitment to achieving high standards

Good communication and organisational skills

Able to work on own initiative as well as part of a team

Willingness to support the Company’s commitment to equal opportunities

Strong IT skills, including MS Word, MS Excel and MS Outlook

Creative person

Responsible and reliable nature

Relevant qualifications or studying a relevant course (e.g. marketing/ business/events)

Desirable 

Experience of business environment

TERMS:  
· The post will be based at the MIF office in Portland Street, Manchester.
· We are looking for volunteers to commit to one day a week (9am until 5pm with one hour lunch break) from now until the Festival and then to commit to volunteering as much as possible throughout the Festival from 28th June to 15th July 2007.  
· You will receive training and support from the Sponsorship Team.  This is a fantastic opportunity for someone who is studying business, events or marketing and who would like some first hand experience working for an exciting Festival.
VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION   

Volunteer role title:
Volunteer Marketing Assistants
IMMEDIATE RECRUITMENT


Main Purposes of the Post
To provide a high standard of administrative assistance to the marketing team of Manchester International Festival

Tasks

Support the marketing team in collating appropriate marketing information

Assist the team in web-based research
Work with the Marketing Assistants to update sections on the Festival website via content management system, e.g. listings, news, competitions.  
Collate and send out Festival info packs
Support the team in the delivery of marketing campaigns
Any other duties commensurate with the scope and status of the role 

Your Profile:  Person Specification
Essential 
Some experience of providing efficient and quality administrative support 

Positive and enthusiastic attitude

Commitment to achieving high standards

Good communication, organisational and administration skills
Ability to work on his/her own initiative as well as part of a team
Strong interest in new contemporary art and culture

Willingness to support the Company’s commitment to equal opportunities 

Strong IT skills including a good understanding of MS Word, MS Excel, and MS Outlook

Desirable 
Experience of working in the arts 
TERMS:  

· You will be based at the MIF offices in Portland St, Manchester.

· We are looking for volunteers to commit to one day a week (9am until 5pm with one hour lunch break) from now until the Festival and then to commit to volunteering as much as possible throughout the Festival from 28th June to 15th July 2007.  

· You will receive training and support from the Marketing Team.  This is a fantastic opportunity for someone who is studying business, events or marketing and who would like some first hand experience working for an exciting Festival.

VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION   

Volunteer role title:
Volunteer Team Leaders

IMMEDIATE RECRUITMENT


Main Purposes of the Post
To coordinate a group of Festival volunteers with the support of the Volunteer Coordinator during the Festival.
Tasks

Administrative tasks and general assistance
Assist with recruitment and training of volunteers

Schedule volunteer tasks, help organise rotas, shifts and cover

Ensure volunteers have the appropriate information to carry out their duties

Support volunteers with their tasks

Coordinate resources and welfare of volunteers

Liaise with the Volunteer Coordinator re the volunteer teams

Any other duties within the scope and status of the role

Your Profile:  Person Specification
Essential 
Positive and enthusiastic attitude

Commitment to achieving high standards

Excellent communication, administration and organisational skills

Able to work as part of a team

Approachable and friendly nature

Willingness to support the Company’s commitment to equal opportunities

Responsible and reliable nature

Desirable 

Interest in contemporary arts and culture

Leadership skills

TERMS:  

· You will be based at the MIF offices in Castlefield, Manchester.

· Volunteer Team Leaders will be required to volunteer occasional evenings and weekends (either Sat or Sun) from now until the Festival.  (e.g. to help with volunteer interviews, or to help with volunteer induction sessions)  Volunteer Team Leaders would then be required to commit to volunteering as much as possible throughout the Festival from 28th June to 15th July 2007.  There may also be a requirement to volunteer the week before the Festival, depending on the event and training requirements. 
· You will receive training and support from the Volunteer Coordinator.  This is a really excellent opportunity for someone who enjoys working with people and has some leadership skills and good organisational skills.
VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION   

Volunteer role title:
Volunteer Administration/ Reception Assistants

IMMEDIATE RECRUITMENT


Main Purposes of the Post
To assist the Festival Administration Team during and in the run up to the Festival.
Tasks

Administrative tasks and general assistance

Reception duties

Answer telephones, assist with typing, filing and photocopying

Franking and organising mail
Any other duties within the scope and status of the role

Your Profile:  Person Specification


Essential 
Positive and enthusiastic attitude

Commitment to achieving high standards

Excellent communication and organisational skills

Able to work as part of a team

Approachable and friendly nature

Willingness to support the Company’s commitment to equal opportunities

Responsible and reliable nature

Good administration skills

Strong IT skills, including MS Word, MS Excel and MS Outlook

Good telephone manner

Ability to volunteer within a pressurized environment
TERMS:  

· The post will be based at the Manchester International Festival offices in Portland Street and Castlefield, Manchester.

· Volunteer Administration Assistants will be required to volunteer one day or half a day per week from now until the Festival. Volunteers would then be required to commit to volunteering as much as possible throughout the Festival from 28th June to 15th July 2007 (this would be on a rota basis with a team of Volunteers).  

· You will receive training and support from the Administration Team.  This is a really great opportunity for someone who would like to gain experience of volunteering within a busy festival office.

VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION   

Volunteer role title:
City Wide Volunteers

RECRUITMENT DEADLINE:  31ST MARCH 2007


Main Purposes of the Post
Volunteers needed at key points in the city during the Festival for information provision and general hospitality for people attending the Festival.
Tasks

Information provision
Giving directions and Festival information to people attending the Festival

General hospitality

Any other duties within the scope and status of the role

Your Profile:  Person Specification


Essential 
Positive and enthusiastic attitude

Good communication skills

Approachable and friendly nature

Willingness to support the Company’s commitment to equal opportunities

Reliable nature

Good knowledge of the city
Good knowledge of the Festival programme
TERMS:  

· The post will be based at key information points throughout Manchester during the Festival. 

· City Wide Volunteers will be required to volunteer on a rota basis throughout the Festival from 28th June to 15th July 2007.   This would be dependent on your availability however we would like you to be able to commit to between 8 and 18 shifts during the 18 days of the festival (one shift is between 4 and 8 hours).
· You will receive training and support from the City Wide Festival Team and Team Leaders.  This is a really great opportunity for someone who has a good local knowledge of the city and enjoys talking to people.

VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION   

Volunteer role title:
Front of House Volunteers (Marketing)

RECRUITMENT DEADLINE:  31ST MARCH 2007


Main Purposes of the Post
Volunteers required for Front of House Marketing duties at the venues and events during the Festival.
Tasks

Information provision

Guest and VIP liaison
Representing the Festival

Ticket allocation

Welcome for the general public and guests
Any other duties within the scope and status of the role

Your Profile:  Person Specification


Essential 
Positive and enthusiastic attitude

Commitment to achieving high standards

Excellent communication skills

Approachable, polite and friendly nature

Willingness to support the Company’s commitment to equal opportunities

Responsible and reliable nature

Excellent knowledge of Festival programme 
TERMS:  

· The post will be based at the Festival venues during the Festival. 

· Front of House Marketing Volunteers will be required to volunteer on a rota basis throughout the Festival from 28th June to 15th July 2007.   This would be dependent on your availability and the event however we would like you to be able to commit to between 8 and 18 shifts during the 18 days of the festival (one shift is between 4 and 8 hours).
· You will receive training and support from the Volunteer Coordinator and Team Leaders.  This is a really great opportunity for someone who is good at meeting and greeting people and who would like to take part in the Festival experience.

VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION

Volunteer role title:
Volunteer Ticketing Assistant

RECRUITMENT DEADLINE:  31ST MARCH 2007


Main Purposes of the Post
To provide assistance with ticketing prior to and during the press events during the festival.
Tasks

Assisting with ticket allocation for press, VIPS and sponsors
Taking tickets to venues

Running vital errands

General assistance to the ticketing team

Any other duties within the scope and status of the role

Your Profile:  Person Specification


Essential 

Positive and enthusiastic attitude

Commitment to achieving high standards

Excellent communication skills

Approachable, polite and friendly nature

Willingness to support the Company’s commitment to equal opportunities

Responsible and reliable nature

Excellent knowledge of Festival programme 

TERMS:  

· The post will be based at the venues during the Festival and at the Festival offices in Portland Street, Manchester
· Volunteers will be required to volunteer for a week before the Festival and in the evenings throughout the Festival from 28th June to 15th July 2007.

· You will receive training and support from the Volunteer Coordinator and Team Leaders.  This is a fantastic opportunity for someone who would like some first hand experience working for an exciting festival. 

VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION

Volunteer role title:
Volunteer Drivers
RECRUITMENT DEADLINE:  31ST MARCH 2007


Main Purposes of the Post
To provide assistance with driving during the Festival.  
Tasks

Artist Liaison Drivers:

Meeting and greeting artists

General assistance to the artist liaison team
Mini Bus Drivers:

For the artist liaison team, as above.

Volunteer mini bus drivers must have had entitlement to drive a car prior to 1 January 1997 and must be over 21 years of age.

Technical Team Drivers:

There is also a role for a driver to assist the technical team.  This would be to run vital errands:  we will require a van and a van driver for this role to volunteer with one or two others to be on call during the Festival to run errands between venues.  This would be a crucial support role for the technical team.

Your Profile:  Person Specification


Essential 

Positive and enthusiastic attitude

Commitment to achieving high standards

Excellent communication skills

Approachable, polite and friendly nature

Willingness to support the Company’s commitment to equal opportunities

Responsible and reliable nature

Experienced and careful driver

Clean driving licence 

Good knowledge of Manchester:  able to navigate the city with ease.

Can respect confidentiality

High level of diplomacy and discretion

Excellent time keeping and punctuality
Please fill in section G in Application Form relating to Volunteer Drivers.

TERMS:  

· The post will be based throughout the city centre during the festival.

· Drivers will be required to volunteer on a rota basis throughout the festival from 28th June to 15th July 2007.   This would be dependent on your availability however we would like you to be able to commit to between 8 and 18 shifts during the 18 days of the festival (one shift is between 4 and 8 hours).
· This is an excellent opportunity for someone who is friendly, knows Manchester well and would like to be involved in an exciting festival. 
VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION   

Volunteer role title:
Front of House Volunteers (Safety)

RECRUITMENT DEADLINE:  31ST MARCH 2007


Main Purposes of the Post
Volunteers required for Front of House Safety duties at the venues and events during the festival.  This will involve assisting the health and safety teams with audience safety and direction.  We will require some volunteers to be first aiders.
Tasks

Assisting with health and safety of audience

Stewarding and ushering

Helping with car parking directions

First Aid points (please indicate if you have a First Aid Certificate – not necessary for all Front of House Safety Volunteers)

Queue management
Assisting to set up venues
Any other duties within the scope and status of the role

Your Profile:  Person Specification


Essential 
Positive and enthusiastic attitude

Good communication and organisation skills

Approachable, polite and friendly nature

Can keep a clear head in an emergency

Willingness to support the Company’s commitment to equal opportunities

Responsible and reliable nature

Good knowledge of festival venue/ locality

Desirable

First Aider – would need a CRB Disclosure check

TERMS:  

· The post will be based at the Festival venues during the festival. 

· Front of House Safety Volunteers will be required to volunteer on a rota basis throughout the festival from 28th June to 15th July 2007.   This would be dependent on your availability however we would like you to be able to commit to between 8 and 18 shifts during the 18 days of the festival (one shift is between 4 and 8 hours).

· You will receive training and support from the Volunteer Coordinator and Team Leaders.  This is a really great opportunity for someone who is approachable and friendly, but can keep their calm during a busy event. 

VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION

Volunteer role title:
Technical Volunteer

RECRUITMENT DEADLINE:  31ST MARCH 2007


Main Purposes of the Post
Volunteers to shadow and assist the lighting/ sound/ stage technical team.  
Tasks

Shadowing the technical team as a learning experience
Carrying messages

Moving and handling equipment

Delivering papers and scripts

Basic research

General assistance to the technical team

Any other duties within the scope and status of the role
Running vital errands:  we will require a van and a van driver for this role to work with one or two others to be on call during the Festival to run errands between venues.  This would be a crucial support role for the technical team.

(Please fill in section G in Application Form relating to Volunteer Drivers.)
Your Profile:  Person Specification
Essential 

Knowledge of the subject and equipment
Positive and enthusiastic attitude

Commitment to achieving high standards

Willingness to learn

Able to work on own initiative 

Willingness to support the Company’s commitment to equal opportunities

Ability to work under pressure

Responsible and reliable nature

Proven commitment to pursuing career

Desirable 

Relevant qualifications or studying a relevant course (arts/ film/ events/ production)

TERMS:  

· The post will be based at the venues during the festival.

· Volunteers will be required to volunteer throughout the festival from 28th June to 15th July 2007 depending on your allocated event.  There may be some requirements to assist the two weeks before the festival with setting up of venues and events.

· You will receive training and support from the Volunteer Coordinator, Team Leaders and technical team.  This is a fantastic opportunity for someone who is studying a relevant course and who would like some first hand experience working for an exciting festival. This would make an excellent learning experience.
VOLUNTEER ROLE DESCRIPTIONS AND PERSON SPECIFICATION

Volunteer role title:
Volunteer Decorators
RECRUITMENT DEADLINE:  31ST MARCH 2007


Main Purposes of the Post
Volunteers to assist in painting and decorating a site-specific Festival venue.  This could develop into assisting with Front of House Safety duties during the Festival, depending on your availability.
Tasks

Painting and decorating

Assisting to organise the venue
General assistance to the team

Any other duties within the scope and status of the role
Your Profile:  Person Specification
Essential 

Positive and enthusiastic attitude
Friendly and approachable
Commitment to achieving high standards

Able to work on own initiative 

Willingness to support the Company’s commitment to equal opportunities

Responsible and reliable nature
Desirable

Some previous experience of painting and decorating
TERMS:  

· The post will be based at the venue in Manchester before and during the festival.  
· Volunteers will be required to volunteer from early June until 15th July 2007.  Shift patterns to be confirmed.
· You will receive training and support from the Volunteer Coordinator and Team Leaders.  This is a fantastic opportunity for someone who enjoys painting and decorating and who would like to be part of assisting on one of the Festival events.
VOLUNTEER ROLE DESCRIPTION AND PERSON SPECIFICATION   

Volunteer role title:
Artist Liaison Volunteer including translators

RECRUITMENT DEADLINE:  31ST MARCH 2007


Main Purposes of the Post
Volunteers to assist the professional artist liaison team during the Festival.
Tasks

General assistance to the artist liaison team
Assisting with travel arrangements and accommodation

Assisting with artist enquiries and emergencies
Some office tasks, including answering calls from artists and general administration duties
Information provision to the artists re Manchester and also the Festival programme

Assisting with artists schedules

Directing artists around the city

Meeting and greeting artists
Translators including Chinese, French, Spanish, German and any other languages.
Your Profile:  Person Specification
Essential 
Positive and enthusiastic attitude

Commitment to achieving high standards

Good communication and organisational skills

Able to work on own initiative 

Willingness to support the Company’s commitment to equal opportunities

Ability to work under pressure:  calm and patient personality

Responsible and reliable nature

Good attention to detail and focus
Can respect confidentiality

High level of diplomacy and discretion

Excellent time keeping and punctuality
Desirable 

Relevant qualifications or studying a relevant course (arts/ film/ events)

TERMS:  

· The post will be based at the Manchester International Festival office in Castlefield, Manchester, at the Festival venues and hotel reception areas during the Festival. 
· Volunteers will be required to volunteer throughout the Festival from 28th June to 15th July 2007 depending on your allocated event.   There will be an opportunity for a couple of volunteers to assist in the office from the beginning of June.
· You will receive training and support from the Volunteer Coordinator and Team Leaders.  This is a fantastic opportunity for someone who is studying a relevant course and who would like some first hand experience working for an exciting Festival.

