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	WAYS YOU CAN GET INVOLVED IN THE FESTIVAL

	

	BEFORE

	OFFICE ADMIN
	MARKETING
	FUNDRAISING
	ARTS PROGRAMME

	Answering the phone, data entry, research, preparing for meetings, filing, helping out with IT  etc 
	Poster and brochure distribution, Facebook and Twitter updates, press releases, copy writing, website updates 
	Researching funding opportunities, helping to compile funding bid, local sponsorship, fundraising events 
	Liaison with artists and venues, researching, venue liaison, working with schools 

	

	DURING

	TRAILS AND VISUAL ARTS
	PERFORMANCE
	COMMUNITY EVENT
	GENERAL SET UP  

	Venue set up, invigilation of exhibitions, selling badges, photography
	Venue set up, event management, selling tickets on the door, management of ticket allocation and floats
	Helping out at workshops, helping to publicise, marshalling the event
	Helping set up the market place, signage, car parks, co-ordinating volunteers

	

	AFTER

	MONITORING & EVALUATING 
	ARCHIVING  AND FILING 
	PLANNING FOR NEXT YEAR 
	DEVELOPING

OFFICE SYSTEMS  

	

	YEAR ROUND

	Selection Panel – working with the selection team to give professional input into the selection of artists

	Board – Working with the board or a sub group to support and guide the strategic development of the organisation
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