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Norfolk & Norwich Festival 

Norfolk & Norwich Festival shares exceptional arts experiences across East England.  We lead 
and support celebration, creativity and curiosity in our community to make our part of the world a 
great place to live, work and play. 
 
Norfolk & Norwich Festival takes place in Norwich and around Norfolk for 17 days each May.  The 

Festival programme encompasses many different artforms, it is contemporary, international and for 

everybody.  The Festival is distinctive because we collaborate with artists – from down the road 

and around the world – to explore the unique physical and cultural identities of our place and to 

make art which is meaningful to the lives of our audiences. 

 

Year-round Norfolk & Norwich Festival undertakes projects and initiatives – including Festival 

Bridge, Common Ground and Norfolk Open Studios – which extend our reach and influence across 

East England.   

• Festival Bridge creates and facilitates partnerships and networks that improve the cultural 

offer for all children and young people across Cambridgeshire, Norfolk, Peterborough and 

Suffolk. 

• Common Ground enables young people from backgrounds of low cultural engagement to 

lead and develop new and exciting ways for themselves and their peers to engage in their 

local heritage.  

• Norfolk Open Studios celebrate the creative talents of the visual arts and crafts community 

in Norfolk.  Over 16 days in Sept/Oct studio visitors meet artists, enjoy new art and can buy 

artworks directly from their creators. 

 

Our festival spirit, which guides the ways we work, is to be:  

Creative We champion artistic excellence and value creativity in everyone. 

Curious We explore and reflect the changing social and physical contexts in which we live. 

Inclusive We are respectful of the diversity and difference of people and their views and 

values. 

Collaborative We work with artists, communities, peers, partners and stakeholders to achieve 

common goals. 

Strategic We balance artistic and social ambition with a sustainable business. 

 

 

www.nnfestival.org.uk 
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Kickstart Community Administrator 
 

 
Team:    Festival Bridge 
Reports to:  Festival Bridge Officer 

 
 
Purpose of the role 
To build and support a lively community for the participants employed through the Kickstart 
consortium of creative and cultural organisations led by Creative Arts East.   
 
In this highly interactive role, the post holder will work closely with the Festival Bridge team and 
Creative Arts East to ensure that the people employed through this scheme feel part of a 
supportive, collaborative community of peers, where they are able to voice their needs, share ideas 
and help to shape an ongoing programme of support for people at the beginning of their creative 
and cultural career.  
 
The post holder will work closely with the Administrator post holder employed by Creative Arts East 
to ensure joined-up positive communication with those employed through the consortium. 
 
All staff work towards Norfolk & Norwich Festival’s goals, which are: 

• to have more people experience and value the arts 

• to be a champion for excellence in the arts 

• to be valued – locally and internationally – for our unique and distinctive arts festival 

• to be embedded in Norfolk and Norwich and to extend our reach and influence across 
East England and beyond 

• to be socially responsible, committed to questions and actions about a changing world 

• including diversity and difference, environmental sustainability and technological 
change 

• to have a stable and adaptive business structure with diverse income streams.  
 
Introduction to Kickstart 
Kickstart is a national scheme creating job placements for young people aged 16 – 24 accessing 
universal credit. Each placement lasts six months. We are working with a group of creative 
employers across Cambridgeshire, Norfolk, Peterborough and Suffolk to offer approximately 120 
placements.  Our aim is that Kickstart participants should feel part of a lively and supportive 
community, should be able to access the training they need and should be confident in their next 
steps when their placement is completed.  
 
Eligibility 
Due to the purpose of the scheme, current eligibility criteria for Kickstart applicants are: 

- Aged 16-24 

- Claiming Universal Credit  

- In receipt of no other earned income  

  



   
 

 

 
Norfolk & Norwich Festival  Page 3 of 6  
Kickstart Community Administrator September 2021 

 

Main Duties 
 
Working with Festival Bridge and Creative Arts East, the post holder will provide vital administrative 
and practical project delivery support to the team.  Duties include: 

 
1. Lead the communications with other Kickstart employees including managing on-line forums. 

 
2. Arrange and run on-line and in person events to create a lively and open community amongst 

those employed through the consortium.  
 

3. Work with the community to identify what they need to start their careers and work with 
Festival Bridge and other partners to create activities that meet those needs. 
 

4. Research and make recommendations from other examples of employability projects both 
from the Creative Industries and beyond. 

 
5. Gather learning from this project to inform the design and build of a future support offer for 

young people who are looking to work in the creative and cultural sector in the East of 
England.  

 
6. Contribute to the smooth day-to-day running of the NNF office by acting as one of the first 

points of contact for telephone calls, visitors and deliveries.  
 

7. Undertake training as identified and agreed with line manager. 
 

8. Undertake any other duties which might reasonably be deemed to be within the status of the 
job and appropriate to the post.  

 
9. Carry out all duties in accordance with appropriate internal and statutory procedures, including 

our environmental policy. 
 

10. Adhere to Norfolk & Norwich Festival’s employment policies and procedures with particular 
reference to Safeguarding Children and Adults at Risk, Equal Opportunities and Health and 
Safety. 
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Person specification 
 
It is essential that the post holder has: 

• been involved in online communities and understands what makes them successful. 
This might have been in social communities or in volunteer roles. 

• excellent verbal and written communication skills. 

• confidence in working with people on-line and in person. 
• a passion for working in cultural and creative industries. 

• strong organisational skills and an ability to keep good accurate records. 
 
It is desirable that the post holder has: 

• experience of arranging events. 

• experience of research and report writing. 
 
All Norfolk & Norwich Festival staff are expected to be: 

• team players. 

• good communicators, using appropriate means in effective ways. 

• flexible and proactive in their approach to work. 

• willing to learn and develop. 

• able to manage their own workload with minimum supervision. 

• able to remain calm under pressure. 

• reliable time-keepers with a good attitude to attendance. 

• committed to equality in the workplace. 

• computer literate, including possessing basic word processing and spreadsheets. 
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Terms and conditions of employment 
 

Position This role is a part time fixed term post, offered as a 6 month contract from 

November 2021 to April 2021. 
 

Salary   £18,135 per annum (Living Wage Foundation, Real Living Wage) 
 

Annual leave Full-time entitlement for permanent staff is 28 days holiday per year in 
addition to bank holidays pro rata. This means you will be entitled to 9 and a 
half days plus any bank holidays which fall during the term of the contract. 

 

Start date  November 2021. 
 

Pension Norfolk & Norwich Festival operates an auto enrolment pension scheme.  
 

Hours of work 25 hours per week (excluding breaks). The general office opening hours are 
9.30am – 5.30pm with an unpaid 30 minute lunch break. Your normal hours 
of work should be agreed with your line manager and should include core 
working hours between 10am until 4pm.  The nature of the position means 
some evening and weekend work, for which Norfolk & Norwich Festival does 
not make overtime payments. Time off in lieu may be available for out of 
hours working at the Trust’s discretion.  

 

Place of work  The place of work will be the Festival’s offices in Augustine Steward House, 
14 Tombland, a grade II* listed building in central Norwich, and as required 
by NNF at such other places where the organisation carries on its proper 
business. The Festival uses a variety of venues throughout Norwich and 
Norfolk for performances and events. 

 

 In the current pandemic, staff are largely working from home; equipment and 
support are provided to enable this. 

 

Travel Staff may be required to travel throughout the region, sometimes in rural and 
isolated areas, nationally and internationally.  Travel expenses will be 
reimbursed on the basis of the cheapest available public transport fare or at 
the appropriate rate for mileage established by Norfolk & Norwich Festival. 

 

Probation period  One month. 
 

Notice Period  One week’s notice in writing on either side during the probationary period.  
Thereafter two months’ notice in writing on either side once the appointment 
is confirmed. 

 

Equal    Norfolk & Norwich Festival is committed to a policy of equality of 
Opportunities opportunity in its employment practices. Norfolk & Norwich Festival is 

working towards equal opportunities in employment, with the aim of ensuring 
that everyone who applies to work for us receives fair treatment. To help us 
to achieve this aim we ask you to complete the Equal Opportunities 
Monitoring Form. This information will be used to monitor the effectiveness of 
our Equal Opportunities Policy and for no other reason. 

 

Special conditions  The post has been identified as being exempt from the Rehabilitation of 
Offenders Act (1974) due to the nature of the work undertaken.  The post 
therefore requires a Disclosure & Barring Service Check (previously Criminal 
Records Bureau), a requirement for the protection of children and vulnerable 
adults. 
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How to apply 
 
Application 
procedure Talk to your Work Coach at Job Centre Plus about being referred to 

apply for the placement. Please then request the application form from 
sava.radulovic@nnfestival.org.uk. 

 
Applications not submitted through referral by the Job Centre Plus or 
without a completed application form will not be considered. 

 
If you require the forms in large print or would like a paper copy 
posting to you please contact sava.radulovic@nnfestival.org.uk.  

 
If you would rather submit section 2 and 3 of the application form by 
video, please use a common format such as MOV, MP4 or AVI and 
submit this alongside your application.     
 
For the supporting statement in section 3 of the application form, we 
encourage you to use examples to demonstrate how your skills and 
experience meet the criteria in the person specification. 

 
Deadline The deadline for receipt of applications is 12 noon on Wednesday 3 

November 2021. No applications can be considered after the closing 
date. 

   
Interviews We anticipate that interviews will take place on Wednesday 10 

November 2021. Please advise us if you are unavailable that day. 
 

Applicants will be notified if they have been shortlisted for interview by 
5pm Friday 5 November 2021. If you have not heard from us by this 
date, please assume that your application has been unsuccessful. 
Whilst we would like to be able to contact all unsuccessful applicants, 
with the volumes of applications received that is not always possible. 


