
 

 

“I KNOW I WISH I WILL”  

FREELANCE EVENT COORDINATOR 

  JOB PACK 
 

ABOUT EASTSIDE 

Eastside is an award-winning and market-leading arts education charity, inspiring thousands of children and young 

people each year across London and beyond, through delivering outstanding creative and cultural participation 

opportunities across a range of art forms including singing, acting, dancing, filmmaking, visual arts, spoken word, 

carnival arts and many more.  

Eastside strives to help young people develop their creative thinking, so they can become the problem-solvers of 

tomorrow. We achieve this by engaging children and young people through direct participation in the arts, enabling 

them to work with professional artists and creative practitioners, both in and outside school, with a particular focus 

on areas where our help is needed most. To celebrate our 25th anniversary this year we have been running a national 

project entitled I know, I wish, I will  

The project is supporting and challenging children and young people across England to develop the confidence, 

knowledge and know-how to write and perform their own original poetry in response to the poem’s title – I know, I 

wish, I will.  

 

Working with five expert regional partner organisations, professional artists have delivered a schools workshops 

programme in some of country’s most underserved boroughs.  Teachers and artists worked with students to unlock 

their creative potential and join a national wave of creative endeavour.  

 

As well as these workshops, this project is designed to give any young person (aged 5-25) in the country the chance 

to submit a poem and be one of 500 poets selected to read (or be read) live on stage in a 25 hour poetry marathon 

starting at 11am on 20th March 2020 and finishing at 12pm on the 21st - World Poetry Day. All chosen poems will be 

published in the I know, I wish, I will souvenir book, which will endure as a historic record of our nation’s young 

voices in 2020. 

 

You can find out more about the competition here:  http://knowwishwill.com/ 

 

 

JOB DESCRIPTION 
 

The competition closed on the 20th December, receiving nearly a thousand entries and we are now looking for a 

Freelance Event Coordinator to help deliver the event, with a particular focus on performer scheduling and 

communications, but also supporting volunteer coordination, the creation of the book of the selected marathon 

poems, and the distribution and collation of evaluation materials.   

 

This brilliant opportunity to work on a national high-profile project that celebrates youth voice from across the country 

(and the world) would suit someone who has worked on large scale events or engagement projects with children  and 

young people. 

 

You will be well organised, patient, a clear and consistent communicator and will have a passion for youth 

engagement and a sensitive approach to the diversity of backgrounds and performance experience of the young 

poets. 

 

http://knowwishwill.com/


 

 

This is the perfect role for an events coordinator or producer looking for an exciting and rewarding project on which 

to develop and broaden their skills and experience, working for one of the country’s most well regarded, award-

winning creative arts charities. 

Reports to: Schools Programme Manager 

Key relationships with:  General Manager, Production Manager, CEO / Artistic Director  

Main duties 

 

Poem selection and scheduling 

• participate in final selection meeting for poems 

• schedule performer slots by theme, age and location 

• co-ordinate with regional partners over their selected poems and schedule 

• prepare all schedules and printed poems for event 

• work with Production Manager to ensure clear communication of event running, performer and volunteer 
details and all attendant schedules to the production team. 
 

Performer Communications: 
 

• manage all communications with selected performers including: 
o sending out the offer emails  
o managing applications for travel bursaries 
o securing all performer permissions for under 16s  
o sending our performer joining instructions and responding to queries 
o secure pre-recorded performances for any poets not able to attend 
o oversee the check-in process for all performers during the event  
o distribute and collect and collate evaluation materials 

 
Partner Communications: 
 

• manage all communications with the five national partners including: 
o securing all information regarding their running order and participants 
o ensuring they have secured all performer permissions 
o sending out partner joining instructions and responding to queries 
o secure pre-recorded performances for any poets not able to attend 
o oversee the check-in process for all partner groups during the event  

• manage all communications with partners on the night-time curated slots 

• manage all communications with the venue box office and front of house staff 

• distribute and collect and collate evaluation materials 
 
Volunteers, hosts and supporters: 
 

• secure event volunteers from the Eastside volunteer pool 

• work with the Production Manager to schedule volunteers for the event 

• work with the CEO on communications with section hosts and artists 

• work with the CEO on communications with VIP and partner invitees 

• oversee the welcome and check-in process for volunteers, hosts and supporters 
 
Souvenir book: 
 

• source publishing partner for book 

• work with Eastside team on design and layout 

• proof read the draft copies 

• liaise with publisher and printer on manufacture and delivery 

• oversee distribution of book to key partners 
 
General administration: 
 

• minute all production and event meetings 



 

 

• support the General Manager with staff contracting and logging invoices 

Person specification 

 

Knowledge & experience: 

 

• a minimum 2 years experience of working in event co-ordination or producing 

• good understanding of communicating with young people and schools 

• experience of working on a large scale engagement project 

• experience communicating with a wide range of participants and stakeholders 

 

Skills & abilities: 

 

• excellent communication skills both written and verbal 

• highly proficient in the use of Microsoft Office, particularly Excel 

• a practical approach to problem solving 

• excellent focus and attention to detail  

 

Qualities & behaviours: 

 

• friendly, positive and helpful demeanour 

• clear and confident communicator 

• methodical and measured approach to work 

• calm under pressure 

• excellent team worker 

• committed to the aims and ethos of Eastside  

• ability to deal sensitively and effectively with people representing diverse interest groups 

 

Hours, pay and benefits 

Salary: £125 per day paid freelance 
 
Shifts: Up to 35 days between 20th January and 31st March.  Hours between 9.30am and 5.30pm, Monday -Friday with 
days works to be scheduled on contract offer. 
 
You have to be available 9th - 13th March for 5 full days and the 16th - 21st March for 6 full days 
 
Location: Eastside’s office on Hackney Road, E2 7NX 

 

How to apply 

 
Please fill in our application log here:  http://bit.ly/ESEventCoordinator 
 
Then please follow the instructions on where to submit your CV of not more than two pages and a covering letter of not 
more than one page of A4 outlining why your skills and experience make you the best candidate for the role. 
 
Closing date for applications is: 9am 10th January 2020,   
 
Interviews will take place on the 14th January 2020 
 
Thank you for your interest and good luck with your application. 

http://bit.ly/ESEventCoordinator

