PAPA Projects event’s intern/assistants Job spec/description.

Job Specification

Job Title: 
Event Production Intern/Assistant
Type: 

Temporary – Until Mid August 2012

Location: 
Worship Street Office (EC2A 2DU) / On Site

Pay: 

Subject to experience 

Availability:
Subject to responsibilities, must be available June/July/August for events.

Responsibilities
· Working alongside the main PAPA Projects festival production team. 

· Assisting with procurement, supplier management, record keeping and the preparation of PO's and orders and site operations.

· Support and be a part of the main production team onsite. 
· General office and site admin as required.

· Research and data collection from previous orders, contact lists and industry press to build and update a supplier contact list.

· Create and maintain a day-by-day guide/on site operations folder to support the production schedule and aid site management.

· Building and maintaining relationships with on site partners, sponsors and stakeholders. 

Job description

PAPA Projects is a creative services, project management and event delivery company based at the MAMA Groups offices on Worship Street (EC2A 2DU). We are looking for one or more people to join our festival production team in a part-time intern or full time assistant’s role, to work on the organsiation of a number of music festivals we are responsible for this summer (primarily Lovebox, Vintage Festival, Global Gathering and Wilderness Festival).

This position is ideal for a university students, recent or post graduate adults with passion for live music events. 

Please note this is primarily event production role, NOT a music promoter, marketing or artist liaison role.
The applicant will need to have good administrative and communication skills, be competent in the use email, spreadsheet and word processing software, (e.g. Microsoft Office or Apple iWork etc.), will have an interest within the festival and production field and ideally be able to use their own computer during work hours.

Applicants must be able to work a minimum of 16 hours per week initially increasing to full-time during June/July/August when we will not be able to accommodate pre-booked holiday.
