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Festival & Finance Officer 2025-2026 (Flexible/ Part-Time)
Writers’ Week, Listowel
Writers’ Week, one of Ireland’s premier literary festivals, is seeking a dynamic and highly organised Festival & Finance Officer to play a central role in the oversight and delivery of our annual festival. They will report directly to the Festival Officer Co-ordinator and will work in collaboration with the festival co-ordinatior, Board of Directors, office staff, contractors, and volunteers.
About Us
Founded in 1970, Writers’ Week is dedicated to celebrating literature, bringing together writers, poets, musicians, artists, and readers from around the world in the charming town of Listowel, Co. Kerry. As we continue to grow, we are looking for an experienced and enthusiastic professional to ensure the smooth day-to-day operations of our office and support the festival’s creative vision.
Role purpose
We are seeking a highly organised Festival & Finance Officer to support the smooth running of our office and the planning and delivery of our annual festival. The role combines day-to-day finance administration with festival operations and stakeholder coordination.
Reporting line
Reports to the Festival Coordinator. Functional/oversight link to the Board Treasurer for financial control and reporting.
Key Responsibilities 
1. Administration and Governance
· Report directly to and provide admin support to the Festival Coordinator, and when requested, to the Board of Directors.
· Follow organisational policies and procedures, including finance, procurement, and record-keeping.
· Maintain registers for good governance (contracts, conflicts of interest, gifts & hospitality, risk).
· Support compliance with the Charities Regulator Governance Code and assist with reporting obligations.
2. Finance and Procurement
· Manage day-to-day financial tasks: budgeting, invoicing, tracking income and spend, and maintaining accurate records.
· Work with the Treasurer, accountants and auditors to prepare monthly and year-end reports.
· Coordinate procurement of goods and services within approved budgets and delegated authority limits.
· Keep clear records for audits, funders and grant reporting.
· Ensure compliance with the Charities Act 2009, Companies Act 2014 (where relevant), and internal financial policies.
3. Grants, Sponsorship and Income Development
· Liaise with funders, sponsors and public bodies on grants and reporting.
· Prepare or support grant applications and track compliance with funding conditions.
· Identify and research new income opportunities such as sponsorships, donations and partnerships.
· Support sponsor servicing and benefit delivery during the festival.
4. Festival Operations and Logistics
· Support the planning and delivery of festival events, ensuring good coordination between venues, suppliers and team members.
· Oversee ticketing systems, monitor sales and reconcile income.
· Help with festival communications, ticketing queries and customer information.
· Coordinate logistics accommodation, transport, scheduling and equipment.
· Support the Festival Curator, contractors, CE workers, interns, working groups and volunteers in line with host/sponsoring policies.
· Make sure all activities meet Health & Safety standards, with risk assessments and insurance documentation in place.
5. Data Protection, Safeguarding and Equality
· Ensure GDPR compliance in all areas of ticketing, marketing and record-keeping.
· Handle personal and financial data securely.
· Follow the Safeguarding Policy and report any concerns to the Designated Liaison Person (DLP).
· Promote equality, inclusion and accessibility across festival operations and communications.
· Help foster a positive and respectful environment for staff, volunteers and festival participants.
The Ideal Candidate Will Have:
· Strong organisational and multitasking skills with excellent attention to detail.
· Proven experience in office management or administration.
· Strong IT skills, including proficiency in MS Office (experience in social media/online ticketing systems an advantage)
· Excellent communication and interpersonal skills.
· Proven track record of working well as part of a team and with the public.
What We Offer:
· The opportunity to work at the heart of Ireland’s leading literary festival.
· Flexible and part-time work
· A collaborative, creative, and inspiring work environment.
· Competitive salary.
How to Apply:
Please send your CV and a cover letter outlining your suitability for the role to writersweekrecruitment@gmail.com by 4.00pm on 04.11.2025.
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