
 

  

VACANCY 

OXFORD LIEDER: FESTIVAL ADMINISTRATOR 
 

Oxford Lieder is seeking two administrators to assist in producing our annual Oxford Lieder Festival in October; 
a Festival Administrator and a Publications Administrator. 

 
The Festival Administrator will help to ensure the success of the UK’s biggest festival of song. They will play a 
vital role within a small, hard-working, committed and friendly team. Working closely with the Director of 
Administration they will assist in organising all elements of the Festival, from artist and venue liaison to 
organising festival volunteers, concert management, and post-Festival reporting and accounting. This role is 
ideal for someone wishing to gain valuable experience in all areas of arts administration. 

 
ABOUT US 
Oxford Lieder was founded in 2002 to celebrate and rejuvenate classical song. The main focus of activity is the Oxford Lieder 
Festival, which takes place over two weeks each October. The Festival brings many of the world’s leading singers and pianists to 
Oxford, as well as showcasing exciting emerging artists. Our dedicated Learning & Participation programme engages people of all 
ages and backgrounds in high-quality creative activity. We aim always to enrich people’s experience of music and language, both 
through fruitful collaborations with other artistic institutions and through a wide-ranging series of study events, including talks, 
study days and symposia. In 2015, Oxford Lieder won a prestigious Royal Philharmonic Society Award for Chamber Music & Song, 
cited for its ‘breadth, depth and audacity of programming.’ Some 12,000 people will attend the Festival in 2019, with nearly 
seventy song recitals and dozens of other concerts and events presented across the year. 
 
ABOUT THE JOB 
This six-month administration role has been created to help Oxford Lieder at our busiest time of year, preparing for our annual 
Oxford Lieder Festival (11-26 October 2019). The Festival Administrator will play a vital role in supporting the work of the Director 
of Administration and the wider team. They will assist in a broad range of Festival production tasks and also undertake some post-
Festival reporting and accounting. They will play an essential part during the Festival itself by ensuring our events are delivered to 
the highest standard, guaranteeing excellent audience experience, and taking every care to support our performers and speakers. 
They will be a passionate advocate for Oxford Lieder. It is envisaged that the post-holder will reside in or near Oxford, though a 
mixture of home and office working may be possible. 
 
ABOUT YOU 
The ideal candidate will be: 

 happy working in a small but dedicated team, working closely with the Director of Administration  

 ideally be based in or near Oxford, or be happy to travel regularly 

 prepared to work additional hours during the Festival 

 friendly, enthusiastic, innovative, self-motivated, industrious, and resourceful 
  
The ideal candidate will have: 

 outstanding attention to detail 

 excellent IT skills 

 good interpersonal skills 

 good communication skills, both spoken and written 

 excellent personal organisation and time management 

 experience of working efficiently and effectively on their own as well as in a team 

 some knowledge of classical music, particularly song and opera 
 
EQUALITY AND DIVERSITY 
Oxford Lieder strongly believes in equality and diversity so we welcome and actively encourage job applications from people of all 
backgrounds. Disabled, Black, Asian and Minority Ethnic (BAME) people are currently under-represented at Oxford Lieder so, while 
all appointments are made on merit alone, we particularly encourage applications from BAME candidates. 
 
APPLICATION 
Please send a CV and covering letter to Taya Smith, Director of Administration, at taya@oxfordlieder.co.uk by noon on Tuesday 

21 May 2019, or contact us with any queries. Interviews will be held in Oxford on Thursday 23 May 2019, though other times may 

be available by arrangement. 

 



 

JOB DESCRIPTION 

OXFORD LIEDER: FESTIVAL ADMINISTRATOR 
 

POSITION Oxford Lieder Festival Administrator  
SALARY £18,000 pro rata 
HOURS 35 hours per week, Monday-Friday. 

The post-holder will also be expected to work long hours during the Festival (11-26 October) 
LOCATION Oxford Lieder Office, Ruskin College, Dunstan Road, Oxford, OX3 9BZ 
CONTRACT From 5 June (or date as agreed) to 29 November 2019 
REPORTS TO Director of Administration 
PURPOSE To assist with the administration of the Oxford Lieder Festival 
 

MAIN DUTIES AND RESPONSIBILITIES 
 

With the guidance of the Director of Administration, your main duties and responsibilities are as follows: 

 

PRODUCTION OF OXFORD LIEDER EVENTS 

 Prepare and issue contracts for artists, and liaise with agents about artist arrangements 

 Produce event schedules and information sheets for staff and artists 

 Arrange accommodation for Festival artists 

 Book and liaise with venues, caterers and suppliers 

 Recruit, rota, and manage volunteer stewards 

 Assist the Box Office Administrator during busy booking periods 

 

MARKETING  

 Request and collate artist publicity materials for use on the Oxford Lieder website 

 Maintain the Oxford Lieder website, ensuring that it is kept up to date with events listings, general information, artist 

biographies, artist photos and programme information 

 Ensure extensive online listings are in place 

 Help distribute publicity materials in Oxford (exit flyering, posterboards etc.) and elsewhere as appropriate 

 Assist with all postal mailings as required 

 

CONCERT PROGRAMMES 

 Request, collate, and proof 300-word artist biographies for concert programmes 

 Assist with the production of concert programmes and texts and translations when required 

 

FESTIVAL 

 Open and set up venues, green rooms, performance spaces, audience seating 

 Welcome and assist artists during rehearsals and performances 

 Work front-of-house for all performances (ticket checking, programme selling, shop etc.) 

 Offer support to the Festival Assistants as directed and as time allows 

 

FINANCE & REPORTING 

 Collate and submit PRS returns 

 Draft reports to inform future artistic and financial planning 

 Assist with day-to-day book keeping, managing invoices and payments and year-end accounts 

 

GENERAL 

 Be a passionate advocate at all times for Oxford Lieder 

 Be prepared to work on all aspects of the Festival, assisting other team members when required at busy times of year 

 The Festival Administrator will have access to some confidential information and it is expected that this information will 

be handled with care and sensitivity 


