
 
 
JOB DESCRIPTION 
 
Role: Communications Officer  
Reports to: Communications Manager 
Location: Boomtown Fair HQ, Bristol 
 
Contract: PAYE or Freelance / full time  

8 hrs x 4 days per wk  
On site- 20 days July/August 2020 

 
Closing date: 20th December 
Salary £23,000 pro rata  
Interviews take place: w/c 9th January 2020  
Contact: jobs@boomtownfair.co.uk 

 
Start Date: As soon as possible / Jan 2020 

 
----------------------------------- 
 
COMPANY DESCRIPTION 
Boomtown Fair is an organisation with unrivalled artistic output, cutting edge production and 
cultural comment. Founded in 2009, the organisation sets about giving people the most immersive 
and creatively driven, truly independent arts festival. A place that inspires people to go forward and 
create positive societal change beyond the event itself. 
 
Headquartered in the heart of Bristol, Boomtown Fair is an annual five-day music festival held at the 
Matterley Estate (Nr. Winchester, Hampshire) in the rolling hills of the South Down National Park. 
For more than a decade, the organisation has offered its audience extraordinary experiences 
through the programming of visual arts, mind-bending set designs, a multitude of music styles and 
site-specific theatrical performance.  
 
Charity, Education, Environment and Social Awareness is an integral part of the ethos of Boomtown 
Fair with the festival being a driving force and platform for challenging societal norms and raising 
awareness on key issues that face the world today. In 2019, the organisation took unprecedented 
steps by partnering with TreeSisters, a global network of women passionate about achieving 
restoration of our tropical forests, to plant a tree for every attendee of its Festival that year 
(c.70,000 trees). This is just one example of the numerous charities and partnerships the festival and 
company engages with frequently to influence positive change in the world.  
 

ROLE SUMMARY 

As a Communications team we oversee all external and internal messaging from Boomtown, pre, 

during and post show.  We are also responsible for how the festival is perceived in the wider world, 

the promotion for ticket sales and targeting new audiences, as well as reputation management and 

incident management, and ensuring the festival delivers excellent customer service.  



The Communications Officer supports the Communications Manager in all duties and works 

alongside the wider Communications Team to provide solid PR and Marketing support for 

Boomtown Fair across all channels. The role is perfect for a self-starting, enthusiastic confident 

individual who is determined and passionate about all areas of the media, who brings with them 

solid media contacts and enjoys selling a story in, generating cut through and reaching new 

audiences. It will suit someone who is happy to pick up the phone and develop new and existing 

relationships across all sectors, has excellent attention to detail and is creative. You must be ready to 

be hands on, hit the ground running and and be keen to learn what life is like in a highly successful, 

and fast paced UK festival organisation. 
 

DUTIES & RESPONSIBILITIES: 

Press Relations: 

Assisting the Communications Manager with:  

- Managing the press list and media database.  

- Drafting press materials including Q&A / press requests / releases. 

- Pitching to press and generating feature placement opportunities. 

- Extending press contacts and supporting press pitches and through working alongside the 

Digital Communications Officer to build relationships through social media channels. 

- Press inbox maintenance. 

- Press accreditation liaison and admin. 

- Press Gallery management.  

- Press analytics and recording & weekly roundups. 

- Managing media competitions - all channels.  

- Facilitating internal interviews with press publications 

 

Advertising: 
Supporting the Communications Manager with the delivery of all advertising & OOH activity across 
all channels excluding any digital delivery. 
 
Programme: 
Support the Communications Manager with drafting, editing, proofing and producing the Festival 
Programme, which includes working with all departments and in-house designer.  
 
Website: 
Support with the creation, updating and maintenance of all campaign, news and media content on 
the official website. 
 
Onsite role: 
The Media Area  is the central hub for all onsite media activity which consists of; coordinating 
various film crews and photography teams working on behalf of the festival and working alongside 
external news agencies, journalists, press photographers and videographers. During show the 
Communications Officer will be required to support the Communications Manager with all 
responsibilities: 

● Assisting with all site logistics.  
● Assisting the wider team in the media area. 
● Draft press materials and volunteers information prior to show. 
● Assist press accreditation onsite and all required access. 
● Work with Media Manager to manage press relations on site, the release of all external 



information during show and the ongoing smooth running of the media area.  
● Help coordinate artist and Boomtown HQ interviews with journalists. 
● Oversee volunteer teams and press office administration on site. 
● Maintain ‘business as usual’ in case of an incident.  
● Help with all operational and site administrative tasks associated with all media teams. 
● Work with Media Manager to manage customer service/feedback from all public. 
● Support Media Manager as a point of contact for all internal and external media teams 

(photo, press & film).  
 

Customer Feedback: 
A passion for people and customer service is also a must. The Communications department manages 

all aspects of the customer’s online journey, and post show this role is the first point of contact for 

the public to log any feedback to request a response.  

● Assisting on the  info@ email address and monitoring  social channels when required. 
● Work with the Communications Manager and Digital Communications Officer assisting with 

feedback and major complaints process post show when required. 
 
Other Duties: 

● Organise and oversee storing and sharing all marketing assets with the wider team. 

● Support Comms team with any additional admin duties, including booking and preparing 

meeting rooms, minute taking and general admin support. 

 
---------------------------------------------- 
 

Required skills  

● 2 or more years experience in marketing, PR, media relations, communications and / or 

journalism, or related fields 

● Solid knowledge of marketing techniques and principles 

● Excellent written and verbal communication skills and the ability to interact with a range of 

audiences 

● Passion for marketing, communications and music festivals 

● Ability to work under pressure and in a very stressful, fast paced environment 

● Ability to work on multiple projects at once and be solutions focussed 

● A proven dynamic team player with an ability to work collaboratively and independently and 

manage time effectively  

● Calm, friendly and enthusiastic approach to all situations 

● Good knowledge of social media across multiple platforms (facebook, instagram, twitter, 

youtube). 

 

Desirable Skills 

● Strong consumer media contacts in relevant sectors  

● Good understanding of Google docs, Google forms, Dropbox, Word, Excel as well as CMS 

● Knowledge of media monitoring analytics and mass mailing systems 

● An understanding of Boomtown Fair, its history and ethos 


