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Pack comprises: 
1. Introduction  
2. About the role 
3. About you 
4. Organisational structure 
5. Job description 
6. Person specification 
7. Terms and Conditions 
8. Recruitment Timetable  
9. How to Apply 
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NATIONAL CENTRE FOR WRITING 
 
 
1. INTRODUCTION  
The National Centre for Writing (NCW) is a leading literature organisation committed to developing 
the artistic and social impact of creative writing, reading and literary translation. We believe that 
creative writing, reading, and the literary arts can inspire, educate and bring people and 
communities together, and for this reason we promote access to the best in world literature for 
audiences and partners regionally, nationally and internationally. 

2. CURRENT PRIORITIES 
This is a period of change and transition. Linked to the city’s status as a UNESCO City of Literature 
and our move to the Grade 1 listed medieval Dragon Hall in 2015, we launched as the National 
Centre for Writing in June 2018 following the completion of a capital project. The focus of this 
development was the building of a new south wing for offices and education space, refurbishing the 
attached cottage for writers in residence and generally upgrading and refurbishing our existing 
facilities. Following completion of the capital project and the launch of the new National Centre for 
Writing we are looking to recruit 10 to 15 new duty managers to assist with our expanded 
programme of literature events and commercial hires. 
 
3. ABOUT THE ROLE 
 
The role of duty manager will be pivotal to the smooth, efficient and safe delivery of events and 
activities on the National Centre for Writing campus. The duty manager will have on-site 
responsibility for the operational implementation of events as well as fire safety, general health and 
safety, safeguarding and building management. They will be responsible for setting up and 
troubleshooting audio visual equipment. 
 
4. ABOUT YOU 
 
You will be an experienced and committed event/venue manager able to take charge with 
confidence of all operational aspects of event management. You will have a calm and friendly 
manner, with experience of customer care. You will have an understanding of safeguarding and 
confidentiality when dealing with members of the public. You will have an eye for detail and an 
ability to respond promptly and calmly in a crisis. 
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5. ORGANISATIONAL STRUCTURE 
 
Chief Executive: To drive the vision and direction of the National Centre for Writing and shape the 
future programme development and strategic partnerships of the organisation. 
  
Executive Director: To be responsible for the change management process, business development 
planning and the day to day running of NCW in its current and developing form. 
  
Programme Director: To deliver NCW’s creative programme and collaborate with the Chief 
Executive and Executive Director on the longer term strategic partnerships of the organisation 

Communications Director: To communicate the values, activities and aspirations of NCW to its range 
of stakeholders, funders, partners and audiences 
 
Head of Finance: To develop, manage and monitor efficient financial and accounting systems and 
oversee financial strategy. 
 
Associate Programme Director: To lead on international development 
  
Development Manager: to maximise revenue income against targets from sponsorship, trusts, 
foundations, corporates, individuals and project funders. 
 
Programme Managers (x2):  To manage the strategic development and delivery of programmes.  
 
Programme Officer (X1): To be responsible for developing, programming and managing key projects 
  
Programme Assistant (x2): To support the Programme Team in the delivery of agreed programmes. 
  
Digital Marketing Manager: To develop and implement a range of digital platforms to improve 
communications with our audiences and stakeholders. 
 
Communications Officer: To implement the communications and marketing plan, with a particular 
focus on web and social media. 
  
Communications Assistant: To support the Communications Team. 
  
Senior Finance Officer: To support the Head of Finance with maintaining and updating the financial 
and accounting records of the company. 
 
General Manager: To manage the buildings, HR, H&S and Admin function of NCW. 
  
Operations Assistant: Work with the General Manager to provide high level administrative support 
to ensure the smooth running of the organisation’s facilities and core operations. 
 
Duty Managers (sessional): To ensure the safe and effective operational delivery of events and 
activities at the new National Centre for Writing Campus as Dragon Hall. 
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6. JOB DESCRIPTION 
 
 

Job Title: Duty Manager  

Location: Dragon Hall, Norwich 

Reporting to: General Manager  

Salary: £11.00/hour (Sessional – no guaranteed minimum hours) 

 

Main Purpose 

To be responsible for the effective operational delivery of events, health and safety, safeguarding 
and security of the building whilst ensuring the highest standards of customer experience at all 
times. To aid WCN’s Programming team in the setup, delivery and close-down of events at Dragon 
Hall, including bar operation and food service as required. To carry out other duties around the 
building such as minor maintenance and garden tidying. 

Key areas of work 
 
Event Operations 
 

 To run events and workshops according to the guidelines, briefing notes and event plans 
provided by the programme and general management teams. 

 To supervise NCW volunteers and duty staff/volunteers from partner organisations 
where appropriate. 

 To set up furniture and other equipment safely (including laptop, projector, screen, and 
some basic PA/technical set-up). 

 To assist and advise suppliers such as outside caterers where required.  

 To prepare for an event in a timely manner and in the allotted time for set up.  

 To ensure that events run to schedule. 

 To ensure the building and garden are clean and tidy before an event and are left that 
way afterwards, and furniture and equipment is packed away and secured as required. 

 To represent the Delegated Premises Supervisor for the sale of alcohol on the premises 
in accordance with the Licensing Act 2003 

 To handle cash where appropriate and to take measures to keep it secure, locking it up 
at the end of an event in the company safe. This may include cashing up the bar. 

 To take stock of bar supplies and ensure these are properly secured after an event. 

 To set up, serve and clear away refreshments for events as required. 

 To provide post-event feedback/show reports to the programme and general 
management teams. 

 To alert the programme and general management team in a timely manner to any 
problems which may have arisen during an event. 
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Facilities Management   
 

 To act as a key-holder to the building, to be able to use the intruder alarm and leave the 
building secure when locking up. 

 To keep the building secure during events. 

 To be able to operate the heating system, where electrical trip switches are and to deal 
with facilities issues as they arise. 

 To liaise with key suppliers/service providers in the event of building issues during 
events e.g. plumbers, electricians, alarm and security company 

 To note and remedy where safe and practical to do so minor maintenance issues 
 
 
Health and Safety 

 To be responsible for health and safety of the event in line with the event risk 
assessment 

 To be aware of safeguarding issues where relevant and to act as safeguarding lead when 
neither the regular safeguarding lead or her deputy are on the premises 

 To act as main fire warden in the event of a fire evacuation and confidently supervise 
implementation of the Fire Evacuation Plan, including liaising with authorities as 
necessary 

 To be a trained first-aider and provide first response first-aid when required 

 To ensure all food and drink providers adhere to food hygiene regulations 
 

Customer Care 

 To welcome visitors, guests, clients, or members of the public in a professional manner 
and to provide excellent levels of customer service 

 To deal with minor complaints confidently and patiently and liaise with the wider team 
to resolve any minor matters in a timely manner 
 

General 

 To abide by the standards, policies and ethics of the organisation as laid out in the 
handbook. 

 To participate in training when required to keep skills up-to-date 

 To represent National Centre for Writing in a positive manner at all times. 

 Undertake any other duties assigned by management which might reasonably be 
deemed to be within the status of the job and appropriate to the post. 

 All postholders must hold an up to date DBS certificate. You will not be able to work for 
us until you have successfully undergone a DBS check. 
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6. PERSON SPECIFICATION 

Competency Descriptors – Essential Desirable 

Qualifications   Good standard of education with 
GSCE C Grades or equivalent 

 Qualified in health and safety, 
first aid and fire evacuation and 
able to deal with emergencies as 
required (training  will be 
provided, candidates must be 
able to make the specified 
training days) 

 Up to date food hygiene 
certificate 
 
 

Relevant 
Experience/Knowledge 

 Experience of event management  

 Experience of managing a facility 
or building 

 Customer service experience 

 Experience of working in 
hospitality 

 Knowledge and understanding of 
health and safety (job specific 
training will be provided) 

 Experience of supervising staff 

 Demonstrable experience of 
working in a public-facing 
customer focused environment 

 Experience of working with a 
level of autonomy and with 
decision-making confidence. 

 Manual handling skills 
 

 Experience of working in 
hospitality 

 Knowledge and understanding 
of safeguarding requirements 
(training will be provided) 
 

Skills and Ability  Capable of manual handling of 
furniture, event set-up etc  

 Clear and effective 
communicator 

 Organised and practical 

 Able to work positively as part of 
a team 

 

 Good administration skills 

 Handyperson skills 

 Gardening skills 

Personal Attributes  Reliable and committed to 
irregular hours/shifts with a pro-
active and flexible approach to 
work in the 
evenings/weekends/bank 
holidays 

 Smart appearance and a calm 
friendly manner. 

 Good people skills 

 An interest in arts and literature 
is preferable but not essential. 
 

 An interest in arts and 
literature 
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7. TERMS AND CONDITIONS 

 
Salary 
£11.00/hour  
 
Pension Auto-Enrolment 
You will not be eligible for auto-enrolment into the organisation’s pension scheme but can ask to 
join it if you wish. 
 
Holiday Pay 
This post does accrue holiday pay. 
   
Probationary period 
There will be a probationary period of 3 months. 
 
Location 
NCW is located at Dragon Hall, 115-123 King Street, Norwich, NR1 1QE.   
 
Policies and Procedures 
You are required to comply with all the policies and procedures stated in the duty manager 
handbook. 
 
Equal Opportunities 

The National Centre for Writing is committed to equality of opportunity in all its activities and 
employment practices. 
   
 

8. RECRUITMENT SCHEDULE 
 
Closing deadline:   09:00am, Thursday 12th September 2019  
Short-list confirmed:   Monday 16th September 2019  

Selection interviews:   Wednesday 18th September 2019  

Training dates:                                              Monday 30th September – Wednesday 2nd October 2019 

 
When you submit your application, please ensure that you are available to participate between 
9.00am – 6.00pm on the selection day. If you are successful in your application, you will need to be 
available during week commencing 30th September 2019 for training purposes. Training will be 3 full 
days, based at Dragon Hall. 
 
 
 
 
 
 
 
 
 
 
 



Duty Manager 
National Centre for Writing  June 2018 

 
 

9 
 

9. HOW TO APPLY 
 

You can find further information and the Job Pack at National Centre for Writing website: 

nationalcentreforwriting.org.uk/get-involved/join-the-team 

 

Send your application form, CV and equal opportunities monitoring form, and personal statement, 

by email to Freya Gallagher-Jones, Operations Assistant at: 

 

freya@nationalcentreforwriting.org.uk  

 

Or by post to: 

Freya Gallagher-Jones 

Operations Assistant 

National Centre for Writing 

Dragon Hall 

115-123 King St   

Norwich 

NR1 1QE 

 
If you would like an informal discussion about the role, please feel free to contact Freya Gallagher-
Jones at freya@nationalcentreforwriting.org.uk to arrange a convenient time to talk. 

https://nationalcentreforwriting.org.uk/get-involved/join-the-team
mailto:freya@nationalcentreforwriting.org.uk
mailto:freya@nationalcentreforwriting.org.uk

