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ABOUT US 
Manchester International Festival (MIF) brings together artists 
from different art forms and backgrounds to create exciting 
and innovative new work, which we stage every two years all 
over Greater Manchester. 

We’ve worked with major artists such as 

Damon Albarn, Björk, Jeremy 
Deller, Idris Elba and Kwame 
Kwei-Armah, Elbow, David 
Lynch, Wayne McGregor, 
Steve McQueen, Janelle 
Monáe, Sharmeen Obaid-
Chinoy, Skepta, Yoko Ono, 
Maxine Peake and The xx. 

 

- Our year-round Creative Engagement 
programme brings together people from all 
backgrounds, ages and from all corners of 
the city to get involved through My Festival, 
MIF’s Creative Community. 

 

- Manchester is also building The Factory, 
which when open will be our permanent 
home and stage one of the most ambitious 
and adventurous year-round creative 
programmes in Europe – works of huge 
ambition and scale, from music and theatre 
to multimedia performances and epic 
installations. 

 

- The Factory Academy, our major new skills 
and training programme, is also benefitting 
people across Greater Manchester and 
building a new generation of creative talent. 

 

 



EQUALITY AND 
INCLUSION 
Manchester International Festival is grounded in our city 

and engages with the world. We aim to reflect the great 

diversity of Manchester, and our planet, 

in all aspects of our work – artists, audiences, staff, 

participants, board members, and partner companies. We 

invite and welcome input on how we can do this effectively 

from the many 

individuals and communities with 

whom we aim to work in ever 

more exciting ways. 

John McGrath 

Artistic Director and Chief Executive, 

Manchester International Festival 

 

During MIF19 we had 51 permanent staff – of 
which 23% identified as BAME/non-white, 10% 
declared themselves as having a disability and 
18% identified as LGBTQ+.  

Since MIF19 we have already recruited 13 new 
roles as we move towards The Factory – of which 
46% identified as BAME/non-white, 8% declared 
themselves as having a disability, 18% identified as 
LGBTQ+. 
We are continually reviewing recruitment 
processes and our internal support for all 
employees as part of our ongoing commitment to 
diversifying the workforce in the creative 
industries. 
 

 



OUR VALUES 
EXTRAORDINARY We step 
out of the everyday. 
OPEN We are generous and 
welcoming to everyone. 
DETERMINED We are brave, 
at times, willful. We will 
always do things differently. 
INVENTIVE We explore new 
ways of working; thinking and 
creating – we embrace the 
new and the different. 
INTERNATIONAL We share 
ideas, projects, skills and 
training with our peers world-
wide, bringing together 
extraordinary teams of artists 
from all over the world. 

 
MIF provides space for great artists from around 
the world to do extraordinary things: things 
they’ve always dreamed of doing, things they 
might not be able to do anywhere else. We’re 
transforming how artists can create this work 
through pioneering training, development and 
employment opportunities. 
 
We share our ideas with our international 
partners and collaborators to generate new 
thinking and debate. We believe in cultural 
democracy - that everyone has the right to help 
shape our culture. 
 
We live by our values – open, determined, 
inventive, extraordinary and international. 
Central to our mission, vision and values is that 
our artists, audiences, participants and staff 
represent the diversity of our global city. 
 
 

 



ARTIST LIAISON COORDINATOR 

Reports to Deputy Artist Liaison Manager 

Salary £23,500 per annum (pro rata) 

Contract Permanent 

Location Manchester. The role may involve travel around the UK or 
internationally depending on the project(s) you are 
working on 

Hours 35 hours per week 

Closing date 21 February 2020 

JOB SUMMARY 

To provide a range of administrative and general support to the Artist Liaison team in 

planning, organising and delivery of an effective system of artist liaison and the Festival 

and The Factory. 

 

 

 

 

 

Other organisations may call this role Project Coordinator, Production Coordinator, Event 

Coordinator. 

 



RESPONSIBILITIES 
− Provide administrative support to the Artist Liaison team – including drafting contracts, 

maintaining administrative systems and processes including the use of Artifax and Spektrix, and 

preparing floats/project petty cash, reconciliations and processing invoices. 

 

− Lead on booking accommodation & arranging travel including ground transport, for artists, 

production teams and staff, both leading up to and during the festival including The Factory 

events 

 

− Lead on the recruitment process of the Festival wide teams including Front of House and show-

specific Artist Liaison. Carrying out inductions for relevant staff. 

 

− Lead on the production of Artist Information packs including content creation & ensure the 

information is distributed for their arrivals 

 

− Take a lead on producing and disseminating Festival & The Factory event accreditation to 

artists, production teams & staff 

 

− Carry out research as required supporting the Artist Liaison Manager around aspects of The 

Factory and system procedures and processes for the department 

  

− Arrange meetings as requested and oversee the booking of meeting spaces, creating agendas 

and taking meeting notes 

 

− Assist on-site with infrastructure preparations for pre-Factory events and Festival productions  

 

− Maintain relationships and be point of contact for key suppliers of the department  

 GENERAL  

 

− Actively engage with the organisation’s vision and policies regarding equal 

opportunities and diversity, artistic ambition, participation and engagement, health 

and safety, evaluation and monitoring. 

 

− Any other duties that are commensurate with the post. 

 
FUTURE FLEXIBILITY 

− MIF is currently undergoing a significant period of organisational change as we grow and 

develop to operate The Factory. Any new appointees will be required to show a flexible 

approach to this process – which may involve revisions around job titles, roles and 

departmental structure 

 

 



PERSON SPECIFICATION 

ESSENTIAL DESIRABLE 

Experience 

(previous roles, 

types of 
organisations) 

− Good IT skills, 
including proficiency 
with Microsoft office 
programs and 
experience of using 
databases 
 

− Knowledge of 
Manchester, 
particularly the city 
centre 
 

 

Special 

Competencies 

(specific job-related 

skills, knowledge, 

understanding) 

− Experience of 
working on events or 
festivals 

 

 

 

  



PERSON SPECIFICATION 
 

ESSENTIAL DESIRABLE 

− Excellent organisational 
skills with the ability to 
work under pressure, to 
strict deadlines & with 
attention to detail 
 

− Good interpersonal skills 
with the ability to 
communicate and work 
effectively across teams 
and with a variety of 
people internally and 
externally 
 

− Positive and enthusiastic 
attitude; and is reliable, 
pro-active and enjoys 
working as part of a 
busy team 

 

Motivation 

(commitment to 

organisational values, 

interest in arts/culture 

etc.) 

Behavioural 

(communication, 

collaboration, thinking 

style, disposition) 

− Knowledge of and 

enthusiasm for a 

range of arts and 

culture  

 

− An enthusiasm for 
championing 
diversity at every 
level of the 
organisation  

 

− An enthusiasm for 
championing diversity 
at every level of the 
organisation  

 

vffvfffffff



TERMS AND CONDITIONS 

MIF has a wide range of projects happening at differing times, with many of our 

events taking place during evenings and weekends, and several roles will require 

capacity to work during these hours. 

 

This is taken into consideration when designing job descriptions and setting salaries.  

During busy periods such as the festival, additional hours may be required, again this 

is considered when setting salaries. We aim to support all staff to work flexibly and 

according to their capacity and work closely with staff members to ensure a 

manageable workload. 

 

Probation:     There will be a three-month probationary period for this 

position, during which your notice period will be one week. The 

notice period will increase to one month once the probationary 

period is complete. 

 

STAFF BENEFITS 

− Annual leave entitlement is 25 days a year plus public holidays (pro rata dependent 

on hours of work) 

 

− Pension: Autoenrollment begins three months after start date and payments  

are matched for the first 5% of employee’s contribution 

− MIF offers a travel loan scheme via salary sacrifice 

− All MIF employees have access to an Employee Assistance programme operated  

by Health Assured  

− MIF are committed to supporting employees with their personal development, 

regularly offering organisation-wide training such as Carbon Literacy, BSL or Mental 

Health First Aid, along with department specific and individual training 

opportunities 

 

https://www.healthassured.org/


HOW TO APPLY 
To apply for this role, please complete the online application form 

at recruitment.mif.co.uk 

GUIDANCE FOR APPLICANTS 

MIF is committed to equality for everyone and we encourage you to apply no matter what your 

age, caring responsibilities, disability, gender, gender identity, marriage and civil partnership, 

pregnancy and maternity, race, religion or belief and sexual orientation. 

MIF is an inclusive employer. We value difference and recruit by merit based on fair and 

open competition. We welcome candidates from all backgrounds and from all sectors. 

We are particularly committed to supporting applications from Disabled/Deaf 

people and those from diverse backgrounds. We will support any access 

requirements you may have during the recruitment process and ensure that 

reasonable adjustments are in place as required by the Single Equalities Act 2010. 

If you require any access support if selected for interview or require further information 

(including requests for printed forms or access support), please inform the MIF 

office using the contact details below: 

Email: recruitment@mif.co.uk 

Phone: 0161 817 4500 

During recruitment, the selection panel will be shortlisting based on what qualities, skills 

and experience you may bring to the role. The attached job description is an overview 

of the type of work the successful candidate will undertake and is not an exhaustive list. 
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