
 

 

 

 

                                                                      

THE CHARLES CAUSLEY FESTIVAL, LAUNCESTON, CORNWALL 

JOB DESCRIPTION - FESTIVAL ORGANISER  

This position is funded by Arts Council England 

Job Title: Charles Causley Festival Organiser  

Location: Home based, within easy reach of Launceston.  Ad hoc 

office facilities will be available at the Launceston Town 

Council offices and/or the Launceston TIC 

Responsible to: Chairman and Committee, Charles Causley Festival 

Association.   

Fee:  £14 per hour.  Payment will be made in monthly equal 

instalments in arrears.  Please note this role is 

freelance and therefore the fee/stipend is considered 

to be taxable income by the Inland Revenue and you 

will be responsible for declaring and accounting for it. 

Hours of work: Fixed term: 10 hours per week from March 2015 to 31 

August 2016.  The hours are flexible, some weeks may 

require more hours, some less.  If the postholder is 

successful in raising additional funding the term may be 

extended. 

Working Arrangements The Organiser will manage their own hours.  Some 

evening and weekend work will be required, especially 

during the Festival.   

Leave: The postholder will be self-employed and no paid leave 

is applicable. 

Travel: The post may require occasional travel within Cornwall 

and the south west.  Travel expenses at .45p a mile will 

be paid.  You will need to live in or near Launceston, at 

least within commutable distance, as local relations and 

good communications are vital.  Public transport is poor 

so it would be desirable for the postholder to hold a 



clean driving licence and have their own vehicle. 

 

CHARLES CAUSLEY  

Charles Causley was born in 1917 and is acknowledged as one of the very finest Twentieth 

Century English poets. He lived all his life in Launceston in Cornwall, where he was a popular 

and admired figure and, for many years, a much-loved school teacher. 

His poetic reputation was worldwide and brought him many awards; among them The 

Queen’s Gold Medal and the Ingersoll/TS Eliot Award. He was made a CBE in 1986 and a 

Royal Society of Literature Companion of Literature in 2000. He received the Hon DLitt from 

the University of Exeter, where his archive is now held. He died in 2003. 

 

THE CHARLES CAUSLEY TRUST  

The Charles Causley Trust exists to protect and promote the legacy of Charles Causley’s 

writing for future generations in the United Kingdom and beyond.  

The Trust acquired Charles Causley’s house, Cyprus Well, in 2007 and its future work is the 

continued development of the poet’s house as a centre to celebrate Charles Causley’s life 

and writing, and to promote new literature activity in the community and region in which he 

lived, and which he loved.  There have been two Causley Poets in Residence so far, Kathryn 

Simmonds and Alyson Hallett.   

www.charlescausleytrust.org  

THE CHARLES CAUSLEY FESTIVAL 

The first Charles Causley Festival was held in 2010, a one day 'taster', as the result of 

research commissioned by the Town Council.  The committee built on this success and in 

2014 the Festival extended over five days.   

 

The festival supports the work of the Charles Causley Trust in keeping the name of Charles 

Causley alive and securing his legacy as one of England's best loved  20th century poets.  

 

www.charlescausleyfestival.co.uk 



 

 

THE ROLE OF FESTIVAL ORGANISER 

The Festival is run entirely by volunteers, with support from Launceston Town Council 

through giving some of the Town Clerk’s time as Secretary to the Festival Association.  The 

Organiser will be expected to take on most of the tasks associated with running and 

developing a successful community Festival.  The Organiser will have the support of Festival 

committee, which meets about once a month throughout the year.  You will be expected to 

offer advice and guidance to the committee on all aspects of running a successful Festival.   

 

The organiser will be responsible for the artistic quality of the programme, making 

innovations to establish the Charles Causley Festival as one of the major festivals of the 

south west. The organiser will work with sponsors, publishers and partners.   The organiser 

will work on promotion and publicity, enabling us to offer enhanced author care and deliver 

bigger audiences. The organiser must be able to complete a wide range of activities 

requiring clear communication, excellent organisational skills and attention to detail. S/he 

must work well under pressure, ensuring the smooth and efficient running of the festival.  

 

The organiser will bring a new creativity to the committee, develop our Friends programme, 

bring on volunteers and bring in new funding to take the post and the festival forward 

beyond 2016. This is particularly important as 2017 is the centenary of Charles Causley's 

birth and we will want to mark it appropriately. Launceston is welcoming the Cornish 

Gorsedd in 2017 as part of the celebrations. 

 

The Organiser will help us to extend the length and range of the festival, and develop more 

participatory events - workshops, discussions, opportunities for personal work to be seen or 

heard. S/he will develop the relationships with existing partners and develop new ones. 

Particularly important is developing relationships with local schools, leading to greater 

involvement by children and young people. 

 

We expect that person to be knowledgeable about the funding opportunities available to us, 

and able to make successful applications to funding bodies.  

 

PERSON SPECIFICATION 

 

The postholder should be able to work independently, but also within a small team, be self-

motivated and capable of motivating others, approachable and friendly, a capable planner 

and strategist, and a good communicator.  

 

SKILLS, KNOWLEDGE AND EXPERIENCE 

• Experience of event management, fundraising and development work in a similar 

role within the voluntary or arts sectors. 

• Proven successful experience of fund-raising through grant applications, sponsorship 

packages and other means. 

• Understanding of and experience of using social networking sites such as Facebook 

and Twitter as an engagement tool. 



• Experience of generating and managing online content, including websites. 

• Experience of setting up and maintaining administration systems, including 

computerised records, filing systems and record keeping. 

• Experience of problem solving, research and disseminating information to different 

audiences. 

• Experience of motivating and supporting volunteers. 

• Effective organisational skills with the ability to prioritise tasks and work to tight 

deadlines and work effectively under pressure 

• Excellent interpersonal skills to communicate effectively and confidently with a wide 

range of audiences internally and externally. 

• Knowledge of Health and Safety guidelines for event management. 

KEY TASKS 

a) Fundraise for the Festival (2016 and beyond) including grant applications to trusts.   

 

b) Identify sponsors and donors and develop a sponsorship programme. 

 

c) Create a Festival Friends programme and market it.  

 

d) Take on the day-to-day management of the Festival, including liaison with funders, 

sponsors, artists, designers, agents, press, venues and partnership organisations and 

volunteers. 

 

e) Manage the Festival week-ends in 2015 (12-14 June) and 2016 (10-12 June) 

 

f) Identify a theme for the 2016 Festival and arrange the programme. 

 

g) Work closely with the Festival Committee, reporting to the Chairman. 

 

h) Recruit, manage and train a team of voluntary helpers. 

 

i) Liaise with performers, organising their travel and accommodation needs. 

 

j) Organise hospitality, including any launch party. 

k) Manage the production of the printed Festival programme with the Chairman. 

 

l) Maintain and develop the Festival's online presence, working with a designated 

member of the committee, including the website www.charlescausleyfestival.co.uk, 

Facebook and Twitter pages and other appropriate content. 

 

m) Develop a database of customers, and establish ways of communicating with them. 

 

n) Produce an audience development strategy and implement it. 

 

o) Develop and implement a press, PR and marketing strategy. 



 

p) Develop, implement and oversee a community outreach programme working with a 

variety of community organisations, including young people and the elderly. 

 

q) Write an evaluation report at the end of each Festival. 

 

r) Write the end of project evaluation for Arts Council England. 

 

s) Write and manage budgets in partnership with the Treasurer. 

 

t) Ensure that every area of the Festival's operation is compliant with current Risk 

Assessment and Health and Safety policies. 

 

u) Create and manage an office filing system, data and word processing, emails, 

mailshots and printing, correspondence, telephone, post and photocopying. 

 

v) Carry out any other duties that may be required commensurate with the general 

level of responsibility for the post. 

 

 

To apply please send a letter stating how you meet the criteria for the role, and your CV, to  

Rita Skinner, Secretary, Charles Causley Festival, Town Hall, Western Road, Launceston, 

Cornwall PL15 7AR or by email to rita@launceston-tc.co.uk with Festival Organiser and your 

name  in the subject line.   

 

Closing Date: Thursday 19 February 2015.   Interviews will be held in Launceston on  

Tuesday 24 February. 

 

 


