
ROLE DESCRIPTION & APPLICATION INFORMATION 

Role title:  Festival Administrator/Office Manager - Clonmel Junction 
Arts Festival & Finding a Voice  

Reporting to: Artistic Director, CJAF & Artistic Director, Finding a Voice 

Location:  Clonmel, Co. Tipperary  

Term:   January 2022-September 2022 [9-month contract] 

 
BACKGROUND TO THE ORGANISATIONS 
 

Clonmel Junction Arts Festival provides a platform for development to regional 
and national artists, an annual opportunity for local audiences to engage with the 
arts, and the infrastructure to develop a body of professional arts workers in 
Clonmel. 

 
Finding A Voice concert series began in 2018 to celebrate music written by women 
composers through the ages in a series of concerts in Clonmel for the weekend of 
International Women's Day. 

 

  



PURPOSE OF THE ROLE 

This is a new role in the two organisations. The successful candidate will enable 
the successful delivery of the two festivals in March and July 2022 respectively. 
The person appointed will play a key role in the core team to deliver the 
festivals’ short-, medium- and long-term aims. The role is one which combines 
organisational responsibilities with hands-on implementation. 

PERSON PROFILE   

Clonmel Junction Arts Festival and Finding a Voice are seeking a motivated and 
experienced person to join the team. The person appointed will demonstrate 
relevant experience combining strong organisational skills, financial acumen, 
and insight into the funded cultural sector. 

The person appointed will be someone who is looking for a new challenge, who 
has experience working in festivals, music, theatre or the cultural sector and is 
keen to take their career to the next level and make a contribution to the 
development of two exciting and innovative festivals. They will relish the nature 
of the role in its diversity and be capable of managing their own time and 
workload effectively. The person appointed will have the essential experience 
and knowledge to carry out their responsibilities and the ability to learn and 
adapt where necessary.  

ROLE AND RESPONSIBILITIES OUTLINE  

The Artistic Directors of Clonmel Junction Arts Festival and Finding a Voice will 
agree priority areas of work and will adapt the list below to reflect this. 

The responsibilities of the Festival Administrator/Office Manager will incude: 

Administration/Project Management 

• Act as coordinating project manager for the organisations’ activities. 

• Oversee office management and effective administration. 

• Contract artists / productions. 

• Liaise with the boards of the two festivals, attending meetings, sending 

reports and minutes. 

 

Financial 

• Day-to-day financial control and management of finances. 

• Maintain and control the budget for all the organisations’ activities.  

• Oversee preparation of accounts and cash-flow projections. 

 



People 

• Act as HR point-of-contact for the company. 

• Co-ordinate activity of festival staff, including freelance contracts and 

volunteers. 

 

Development 

• Support the core team to deliver the festivals’ short-, medium- and long-

term aims, reporting to the Artistic Directors. 

• Support initiatives to develop new partnership and philanthropic 

opportunities, grant-making trusts and foundations at home and abroad. 

 

Other 

• Support and promote the festivals’ work in fostering a culture of 

inclusivity and diversity internally and externally. 

• Uphold the festivals’ values in all aspects of your work. 

• Undertake any other duties as may be reasonably required of the post by 

the Board or Artistic Directors. 

 

PERSON SPECIFICATION 

Skills & Knowledge 

● Excellent and proven office management skills 
● Excellent and proven organisational and time-management skills 
● Proven and persuasive communication and interpersonal skills – written 

and oral 
● Report-writing skills with high levels of accuracy and attention to detail 
● Extensive and up-to-date digital skills including computer literacy and 

knowledge of Microsoft Office 
● Fluency in English 

 

Experience 

• Minimum 3 years’ experience  
• A proven track record in the arts / cultural sector and/or event management 
• Experience in managing budgets and cashflow 



 

Education/Training 

● Degree level or equivalent education desirable 
● Suitable arts administration/project management qualification desirable 

 

Personal Attributes 

• Highly organised and with a hands-on approach and an ability to manage 
several tasks simultaneously 

• Professional attitude with the ability to work with a wide diversity of 
contacts in a busy environment 

• Numerate and able to handle cashflow and budgets efficiently 
• Highly motivated and passionate about the arts 
• Able to work with a high level of time and stress management and the 

flexible approach to working hours that comes with being in a festival 
environment 

• Active interest in the role of arts in society and the benefits of the cultural 
sector 

• Commitment to furthering diversity, inclusion, and representation 
practice in all aspects of the job  

 

Desirable 

• Familiarity with Surf Accounts or other accounting software 
• Experience in dealing with funding applications, grant claims and 

sponsorship proposals 
• Knowledge of the Irish arts and culture sector 

If you are interested in the role you should submit a CV and a letter detailing 
why your experience suits you for this job to director@junctionfestival.com no 

later than 5pm on Monday 29th November 2021. Interviews will be conducted in 
the first week of December. 

Clonmel Junction Arts Festival and Finding a Voice are equal opportunities 
employers. 

 

 

 

 

mailto:Siobhan.browne@gate-theatre.ie

