
 
 

THREE CHOIRS FESTIVAL: DIGITAL MARKETING AND SALES COORDINATOR  
 

Location: Gloucester, with travel to Hereford and Worcester 
 

Hours: 35 hours per week (full time).  
 
All staff are expected to be available throughout the festival period, and time is given in lieu of additional evening and/or 
weekend work. Flexible working is available to all staff and can be discussed at any stage. 
 

Salary: £21-24k per annum 
 

Closing Date: Monday 26 September, noon 
 

Interview Date: Tuesday 4 October 2022 

 
  

Summary 
The Three Choirs Festival is a fantastic week-long programme of choral and orchestral concerts, solo and chamber music 
recitals, talks, cathedral services, theatre and more, rotating each summer between the beautiful English cathedral cities 
of Gloucester, Hereford and Worcester. At the heart of the modern Festival are large-scale evening concerts featuring the 
Three Choirs Festival Chorus and the Philharmonia Orchestra, and services and concerts sung by the professional choirs 
of the three cathedrals. The festival’s packed schedule of daytime events is augmented by the festival village’s social hub 
and community bandstand, and we run a growing community and outreach programme throughout the year. 
 
The role’s short-term priorities will be to work with the Sales and Communications Manager to realise the recovery of 
audiences to pre-Covid levels, to support the development and delivery of the festival’s marketing strategy, and to 
deputise in the running of the ticket office. The postholder will know how to balance the unique character of each of the 
festival’s home cities with a long-term strategy to develop awareness and loyalty to the Three Choirs Festival brand with 
audiences from both the local area and further afield. You will be part of a small central team which supports a 300-year-
old organisation with choral music at its heart and a mission to bring the joy and power of music-making to everyone. You 
will be enthusiastic about what we do, able to communicate effectively with a musically knowledgeable core audience as 
well as new audiences who are less familiar with our offering, and to act as an ambassador for the festival with audiences, 
partners, and performers.  
  
The Digital Marketing and Sales Coordinator will have a particular focus on the festival’s digital output, looking after 
social media, rich digital content and resources, and photography, while supporting the Sales and Communications 
Manager’s broader overview and delivery of the sales and marketing strategy. The post-holder will also deputise in all 
aspects of the running of the ticket office, including assisting in the appointment, training and overseeing of casual staff, 
working closely with the Sales and Communications Manager. Full training will be given in our CRM database, Spektrix, 
and our web CMS, Craft.  
 

Future festival dates:  
Gloucester 22 – 29 July 2023  | Worcester 27 July – 3 August 2024 | Hereford 26 July – 2 Aug 2025 
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How to Apply 
Please send a CV, details of two referees, and covering letter of no more than 3 A4 pages outlining why you think you 
would be a great fit for this role. Please send applications or requests for further information by email FAO Robert 
Convey, Sales and Communications Manager, to info@3choirs.org. More information about the organisation can be 
found at www.3choirs.org.  
 
We want everyone to feel welcome in our organisation, and so we would be grateful if you would also complete our Equal 
Opportunities Monitoring Form to help us learn if anyone is underrepresented in our pool of applicants. This is 
anonymous and will not be linked to your application.  
 

JOB DESCRIPTION: DIGITAL MARKETING AND SALES COORDINATOR 
 
Reports to: Sales and Communications Manager 
 
Line Management: occasional deputisation for the Sales and Communications Manager to oversee the ticket office 
function and the work of casual ticket office staff.  
 
The Sales and Communications Manager, the Communications and Press Coordinator, and the Digital Marketing and 
Sales Coordinator make up the Sales and Communications team. Seasonal sales staff are also brought in at peak times 
(during on sale and the festival). The role of Digital Marketing and Sales Coordinator is, in consultation with the Sales and 
Communications Manager, to maintain and develop the festival’s digital marketing output, and to support and deputise 
in all aspects of the running of the ticket office. This list of tasks is not exhaustive and training will be given in all core 
software and organisational policies. 
 
Digital, Design and Photography 

 Maintain the website throughout the year, generating news stories, adding events, and ensuring full details of the 
festival programme are available online accompanied by enticing images, audio and video content.  

 Manage the festival’s social media accounts, responding to online queries and regularly posting informative, 
topical and relevant content. 

 In consultation with the Sales and Communications Manager, develop a social media plan and strategy for the 
festival. 

 Make the most of performers’ own media profiles by encouraging them to interact with the festival via social 
media. 

 Create attractively designed e-news marketing campaigns (training will be given) to promote the festival, 
membership and fundraising activity, using provided copy. 

 Generate and execute ideas for digital content and capture vox pops and other ad hoc video and photographic 
content at rehearsals, festival events and fundraisers. 

 Create a suite of digital resources, following the festival branding guide, for use in creating in-house marketing 
materials (print and digital). 

 Create ad-hoc in-house flyers and posters (brochure, programme book and fundraising print are created by an 
external design agency) and prepare pre-concert informational slides for the TV relay in the cathedral. 

 Assist in the distribution of printed marketing materials. 
 Compile the festival’s photography brief and, in consultation with the Sales and Communications Manager, 

appoint and manage the festivals photographers. 
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Ticket Office Support 

 Take telephone bookings and co-ordinate responses to email, postal and website enquiries. 
 Co-ordinate the administrative elements of membership purchase and renewal, maintaining the website pages to 

encourage new members. 
 Ensure database records are complete and up to date in accordance with Data Protection legislation, and that 

paper and digital Gift Aid declarations are correctly recorded. 
 Manage the preparation of audience information both before and during the festival. 
 Assist in the set-up and testing of events, including seating plans and festival build, and creating event pages on 

the website. 
 Assist in the appointment, training and overseeing of casual staff, including preparing rotas.  
 Assist in the preparation and co-ordination of the box office relocation to the festival and be able to provide 

remote venue packs (tickets, floats, reports, comps and press packs). 
 Work with the Sales and Communications Manager to ensure compliance with PCI and GDPR regulations. 
 Be alert to any problems that arise, resolving complaints where possible, making sure the Sales and 

Communications Manager is aware of problems, and passing on any customer feedback.  
 Have oversight of the Waiting List facility, ensuring requests are met wherever possible. 

 
Finance 

 Oversight of the budget line for digital marketing, in consultation with the Sales and Communications Manager. 

 
Person Specification 
 

Skills and characteristics Essential Desirable 
 Experience in a customer-facing or sales environment  ✓ 

 Experience of content creation and use of social media ✓  
 A commitment to good customer service and positive attitude to resolving 

customer concerns 
✓  

 IT literate, with a good knowledge of MS office packages ✓  
 Ability to use basic design software to create posters, flyers and digital content ✓  
 Familiarity with classical music or curiosity and a desire to get to know the 

music we promote 
 ✓ 

 Self-motivated and able to prioritise workloads to meet deadlines ✓  
 A good communicator, confident speaking to a range of people across a variety 

of media 
✓ 
 

 

 Experience of line-management  ✓ 
 Excellent attention to detail ✓  
 A creative, can-do approach and enthusiasm for developing the festival’s 

audience 
✓  

 Full, clean driving licence  ✓ 
 
 
Terms of Employment 
The full-time working week is 35 hours, and normal office hours are Monday to Friday 9am–5pm. At times, some work 
will be required at evenings and weekends, particularly during the festival, and time off is given in lieu for additional 
hours worked. The salary for this position is £21-24K per annum. Flexible working is available to all staff and can be 
discussed at any stage. We also welcome conversations about any access needs you may have either prior to application or 
at interview stage. 


