
 VACANCY 

OXFORD LIEDER: FESTIVAL ASSISTANTS 
 

Oxford Lieder seeks to appoint a team of Festival Assistants to assist in producing the 2019 Oxford Lieder Festival 
Our Festival Assistants help to ensure the success of the UK’s biggest festival of song. They play a vital role within a 
small, hard-working, committed and friendly team. This Festival Assistant role is ideal for someone wishing to gain 

valuable experience in 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 
Our Festival Assistants (FAs) are enthusiastic, dedicated and hard-working individuals who are responsible for the day-to-day 
running of the Festival and play a vital role in the overall success of the Festival. Reporting to the Director of Administration, our 
FAs will work as a team on a range of administrative and front-of-house duties and are additionally responsible for a specific aspect 
of the Festival, as detailed below. These positions are ideally suited to someone looking to gain experience in arts administration 
and events management: past FAs have gone on to careers in venue, events, and artist management and in hospitality. Post-
holders are offered an all-inclusive fee of c.£900 (depending on the role and time commitment) to cover their expenses. The FAs 
will need to be available throughout October, and will need to be resident in or near Oxford during that time. 
 

 Box Office Festival Assistant will be responsible for answering all box office telephone and email enquiries, undertaking box 
office administrative tasks including offering returns to our waiting lists, and reconciling takings with ticket figures. They will 
work closely with our Box Office Administrator. They will also undertake additional administrative tasks in support of the rest 
of the team and help out at the front-of-house box office. Already filled. 

 Concert Management Festival Assistant will be responsible for opening and setting up venues and green rooms, ensuring 
clear venue signage, ensuring all public and staff areas are kept clean and tidy, welcoming and assisting artists, arranging 
audience seating, assisting front-of-house for all recitals, and helping other FAs in their work as directed and as time allows.  

 Marketing Festival Assistant will work closely with our marketing manager to run the day-to-day promotion of the Festival. 
This includes posts on social media, targeted emails to our mailing list and other local groups, distribution of our print 
materials (brochures, posters, flyers), and ensuring there is excellent signage at all venues. 

 Texts & Translations Festival Assistant will assist with the production of our Festival programmes. This will involve ensuring 
all content is correct, careful formatting of programmes, and printing in time for the event. The FA will also assist with 
producing and running the surtitle screens for selected song recitals. Already filled. 

 Shop & Accounts Festival Assistant will run our shop which involves ordering and pricing stock, stock checking and shop 
presentation. They will also be responsible for cashing up, banking and ensuring all floats are ready as required. Already filled. 

 General Festival Assistant will be required to do a whole variety of tasks to support the other Festival Assistants and the 
wider Oxford Lieder team. This FA is only required for the Festival period itself: 9-26 October. Already filled. 

 

ABOUT YOU 
The ideal candidate will be: 

 happy working in a small but dedicated team  

 ideally be based in or near Oxford 

 prepared to work long hours during the Festival 

 friendly, enthusiastic, innovative, self-motivated, industrious, and resourceful 
  
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 explaining why you wish to be a Festival Assistant, and whether you have a preference for a 

specific role, to Taya Smith, Director of Administration, at taya@oxfordlieder.co.uk by 9 September 2019 or contact us with any 

queries. These roles will be offered on a first-come-first-served basis subject to a satisfactory interview. 


