Wye Valley Chamber Music
Festival Manager

The Wye Valley Chamber Music Festival was founded in 2000 and has grown into a truly important event in the cultural calendar of this beautiful area. Each February, the festival stages chamber music concerts of exceptional quality in intimate and historic venues. It is currently directed by founder Daniel Tong with fellow pianist Simon Crawford-Phillips as co-Artistic Director.

Wye Valley Chamber Music Festival has retained a unique character. It was founded with a passion that still infuses the festival and is now being passed unto the next generation of chamber musicians through the Summer Residency in July each year.

The standard of musicians that the Wye Valley Chamber Music Festival attracts is extremely high. During the festival the musicians live and work together in Treowen Manor, a Grade 1 listed manor house which provides a wonderfully atmospheric home for the festival.  Many of the musicians return every year, purely for the pleasure of rehearsing and playing the chosen repertoire. www.wyevalleyfestival.com

The role:

Wye Valley Chamber Music are looking for a Festival Manager to work alongside the Festival Director, Artistic Directors and Board of Trustees. The role is for approximately 1 day per week ad hoc year-round, with a 10-day residency in February and 7-day residency in July during our Festival periods. Remuneration is £9,500 per annum. Ideally, we are looking for someone who can start work in mid-late October this year (2026).

Essential skills required for the role:
A knowledge of the arts sector and events management.
Good organisational and computer skills.
Good interpersonal skills, both in representing the Festival and working with the Festival team.
A responsible and proactive approach.
Driving licence.

Desirable skills:
Experience in fundraising.
A working knowledge of music and small chamber music events.
The desire to work with an artistic director who is a registered carer and his family members who are clinically vulnerable. 









Job description:

The Festival Manager is responsible for the tasks listed below. WVCM employs a separate House Manager who works alongside the Festival Manager for approximately two months of each year, in the weeks including and preceding the two Festival periods. The House Manager is responsible for overseeing the artists’ accommodation in Treowen Manor and is line-managed by the Festival Manager. 


Festival Management (Winter Festival and Summer Residency)
· booking accommodation and concert venues 
· arranging piano delivery and tuning
· recruitment of volunteers (could be shared with House Manager)
· Management of the application process for the Quartet in Residence scheme (Winter Festival) 
· Management of the application process for the Summer Residency
· Setting up and managing online ticket sales; managing telephone and email bookings; preparing door lists for concerts
· Concert management including front of house (with local volunteers); stage management

Marketing
· Maintain the Wye Valley Chamber Music website
· Write and send out email newsletters (MailChimp); keep mailing lists up-to-date 
· Commission Winter Festival and Summer Residency flyers; prepare copy and photo selection for designer; oversee print production
· Commission Winter Festival programme; liaise with Artistic Director on programme notes; source biographies and photos; edit programme notes & prepare layout
· Oversee selling advertising space in the programme which is spearheaded by one or more of our trustees. Create and process advertising invoices.  
· Co-ordinate flyer distribution with tourist distribution service and local volunteers
· List events in local and national media; deal with enquiries from the press
· Book photographer for Festival/Residency as needed

Fundraising 
· Prepare and submit funding applications to relevant trusts and foundations [NB we do not prepare lengthy Arts Council bids or other complex funding applications]
· Co-ordinate fundraising events (2 per year on average): liaise with musicians and host; organise volunteer helpers
· Publicise fundraising events through mailing list and website
· Prepare simple printed programmes for the events

Financial Management
· Process payments in and out and keep accurate financial records
· Process annual Gift Aid claim
· Assist with the preparation of annual financial records
· Write and submit funding applications for Summer Residency; manage relationships with individual student sponsors
· Write reports for funding bodies as required
· Create and manage budgets for Winter Festival & Summer Residency 

Friends’ Scheme

     - record receipt of subscriptions and send reminders as needed
     - organise Friends reception during January Festival 
      - advance booking arranged for Friends 
      - write Friends’ Newsletter x2 yearly 

Other
· Prepare agenda and minute meetings of the WVCM Trustees
· Help prepare annual Trustees Report and Accounts
· File annual returns with Companies House and Charity Commission.
· Renew annual membership/ insurance with Making Music 
· Complete PRS returns
· Act as the first point of contact for WVCM


Application

Please send a covering letter and CV to the email address below. We will take up two references for the appointed candidate and reserve the right to ask for references from shortlisted candidates.

Closing date: Friday 2nd October 2026

Please direct any queries to Daniel Tong:
danieltongpiano@gmail.com
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