
LUDLOW FOOD FESTIVAL JOB DESCRIPTION 
 
JOB TITLE: EVENTS MANAGER 
 
1. Main Purpose 
 
1.1  To deliver the successful running of the Food Festival’s events, the principal ones 

being: 
- The Spring Festival 
- The Magnalonga 
- The Main (September) Ludlow Marches Food and Drink Festival. 

 
1.2.  Reports to Board of Directors, through its Chair. 
  
1.3.  Liaise with Volunteers and Members, Voluntary and Civic Sectors, Community and 

Business Groups. 
 
2. Key Responsibilities 
 
2.1.  Ensure that detailed, timely and costed plans are in place for all Food Festival events. 
 
2.2.  Ensure that the Volunteer body is maintained, developed and deployed effectively 
 
2.3  Ensure that Sponsorship and Advertising that are consistent with the aims and values 

of the Festival are in place. 
 
2.4.  Ensure the Number, Quality and Range of Exhibitors to maintain and develop the 

profile of the Festival (and its associated events) as the Leader in its field. 
  
2.5  Ensure the Management, Co-ordination Delivery and Quality of the supply chain of 

providers working with the Festival – currently including design and printing, digital 
marketing, social media, talks and demonstrations, festival infrastructure, waste 
disposal as the main examples 

. 
3. Context 
 
3.1.  Treat all employees, officers, volunteers, customers fairly and equally and expect to 

be treated with similar respect 
 
3.2.  Take responsibility for own health and safety and that of colleagues, in accordance 

with the Health & Safety at Work Act (1974) and other relevant regulations and 
directives, including reporting any health and safety hazard as soon as being aware 
of it and ensure that all events meet most recent Health and Safety and Security 
standards 

 
3.3.  Demonstrate a good environmental practice in the delivery of Events and our 

commitment to sustainability. 
 
3.4.  Work in accordance with the most recent Data Protection legislation, ensuring that 

private data is processed fairly, securely and lawfully. 
 
4. Hours and Place of Work 
 
4.1.  Standard hours are 35 per week. 
4.2.  Attendance is normally expected at the festival office 5 days per week. 
4.3.  Attendance at Board meetings, usually held in the evenings 10 – 12 times a year, is 

required. 
4.4.  Attendance at each festival weekend including Magnalonga is also required. 
4.5.  Time off in lieu is provided for required evening and weekend work 



5. Leave 
 
5.1.  Annual leave is 25 days in addition to statutory holidays, the leave year runs from 

January to December. 
 
5.2  No time off may be taken in the run up to main events, currently covering the second 

half of April, the first half of May, the month of August and the first half of September, 
other than for exceptional circumstances. 

 
5.3.  We encourage all staff to take their leave and that untaken at 31st December will not 

be carried forward or paid without Board approval. 
 
6. Competition and Confidentiality 
 
6.1.  The post holder deals with all aspects of the Food Festival and its associated events 

and will have access to confidential details about contracts, directors and 
stakeholders, etc details of which will not be in the public domain. 

6.2.  Such confidential information should not be disclosed to third parties except where 
contractual requirements demand it and Operational details not already in the public 
domain will not be disclosed to other businesses or individuals without express 
permission of the Chair. 

6.4.  The post holder will not, without permission of the Board of Directors, own, set up or 
otherwise participate in another food related business operating within 50 miles of 
Ludlow whilst an employee or for 12 months after ceasing to be employed. 

 
7. Salary 
 
7.1.  The post is on a scale from £22,000 to £30,000 pa starting point depending on 

experience and progression linked to performance, paid monthly in arrears. 
 
 
Notes 
 
Key:(E = Essential, D = Desirable) 
 
We assume an ability to use Microsoft Office software 
 
The term “Chair”, encompasses “vice chair” during the Chair’s absence or otherwise on their 
behalf 
 
 
 
 
Associated Person Specification 
  
1.  Experience of running events in a busy multi-tasking environment (E) 
2.   Self Starter, able to deliver day to day with minimal supervision, but within values, 

aims and objectives of the Festival (E) 
3.   A team player, good with people in and from a variety of backgrounds (E) 
4.   Committed to the values, aims and objectives of the Festival and to working with the        

Board, chiefly through the Chair to further develop them (E) 
5.   An interest in the production, distribution and provenance of good food and drink (E) 
6.   Hold a full driving license (E), which is clean (D) 
7.   Have a good understanding of legislation relevant to the safe running of large outdoor 

festivals and events (D) 
8.   Hold a relevant qualification such as an Events Management degree (D) 
9.   Experience of marketing and PR including digital media (D 
10.  Live within easy commuting distance of Ludlow (D) 


