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NATIONAL CENTRE FOR WRITING 
 
 

1. ABOUT NATIONAL CENTRE FOR WRITING 
The National Centre for Writing (NCW) is a leading literature organisation committed to developing 
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.  

Our activities include festivals, commissions, professional development programmes for writers, 
learning programmes, schools and community initiatives, digital projects, on-line courses, 
masterclasses, research initiatives, reading schemes and international showcases. Based in Norwich, 
our work is carried out almost entirely in partnership and is recognised nationally and internationally 
for its excellence, ambition, and high quality events.  

In 2012 we led the successful bid for Norwich to become England’s first UNESCO City of Literature. 

NCW is a Company Limited by Guarantee (5242876) and a registered Charity (1110725). It has a 
Board of twelve comprising Pam Henderson (Chair), Prof Sarah Barrow, Helen Dawson, Isobel Dixon, 
Chris Gribble (CEO), Caroline McCormick, Nina Nannar, James Slinger, George Szirtes, Cllr Alan 
Waters, Helen Wilson and Andrew Yuill. 
 
The organisation’s turnover in 2018/19 was £2.2 (including capital funds) made up from: 

• Core funding from Arts Council England (as a National Portfolio Organisation), Norwich City 
Council, Norfolk County Council and the University of East Anglia.   

• Project specific funding from trusts and foundations, international funds, other strategic and 
partnership funds,  

• Fundraising from individual memberships and corporate sponsorship 

• Earned income from ticket sales and course fees. 

• Commercial income from room hires and weddings. 
 
There is further information available about the National Centre for Writing at: 
nationalcentreforwriting.org.uk 
 
 

2. ABOUT DRAGON HALL 
Linked to the city’s status as a UNESCO City of Literature and a 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 £2m capital project. The focus of this capital development was the building of a new 
south wing for offices and education space, refurbishing the attached cottage for writers in 
residence, generally upgrading and refurbishing existing community facilities and ensuring it is fully 
accessible.  
 
Dragon Hall is owned by Norwich City Council and leased to NCW with 77 years remaining on the 
lease. NCW is responsible for the ongoing maintenance and upkeep of the building and facilities.  
 
Whilst Dragon Hall is home to the National Centre for Writing’s charitable activity, it also has several 
spaces for hire for meetings, small conferences, receptions, parties, dinners and events. The building 
is also licenced for weddings and equipped with a full catering kitchen.  

http://www.writerscentrenorwich.org.uk/
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NCW also works in partnership with the Dragon Hall Heritage Volunteers (DHHV) who have played a 
lead role in Dragon Hall’s original restoration and refurbishment since the 1980s. The partnership 
allows us to keep the history of the building alive through public talks, building tours, Heritage Open 
Days, and fundraising for heritage aspects of the building. Further information about the history of 
Dragon Hall is at nationalcentreforwriting.org.uk/dragon-hall/ and www.dragonhallnorwich.org.uk. 

 
3. ABOUT THE ROLE 
The role of Programme Assistant is key to supporting the Programme Team as it grows and develops 
its artistic Programme. This administrative support role provides an ideal opportunity for someone 
who is interested in pursuing a career in the arts and literature sector. NCW is in a position to offer 
the successful applicant unrivalled access to a diverse and innovative programme of work across the 
literary, literature development, education and translation sectors. The role is full time Monday to 
Friday, however, due to the nature of the role you will be required to work some evenings and 
weekends in order to fulfil your role successfully. 
 
The successful applicant would be introduced to the workings of a high-profile arts organisation and 
will be supported to develop their administration and delivery skills within the literature and arts 
and education sectors. The adaptability, experience and team working that will be necessary to fulfil 
this role will enable the post holder to develop valuable skills and work with an exciting range of 
writers, educationalists, performers and partners. 
 
 

4. ABOUT YOU 
 
You will bring with you a strong interest in literature and in working in community and festival and 
live literature settings. You will have excellent communication, writing and IT skills and at least one 
year’s experience of administrative support preferably in the arts or wider cultural sector. You will 
have the ability to manage a demanding workload across multiple projects in a professional and 
confident manner, good interpersonal skills together with the ability to get on with people of all ages 
and a commitment to a very high standard of work. 
 
What Lillie Coles, Programme Assistant, says about working at the National Centre for Writing:  
 

“The Programme Assistant role at NCW is a fantastic opportunity to work on a varied and 
exciting programme, meet lots of interesting people, and to be part of a friendly and passionate 
team. Our busy calendar means every day is different – some days, I’ll be connecting writers with 
mentors to guide them through their first draft, and other times I’m liaising with authors and 
their publicists ahead of literary festivals, or I’ll be planning logistics for an awards ceremony, 
workshop, writer’s residency, or literary conference. My role has two main parts: the first is the 
behind-the-scenes admin for events - preparing contracts, booking hotels, holding meetings, and 
answering phones and emails. The second is the on-the-day event management - welcoming 
guests and writers to the amazing medieval Dragon Hall, making sure everything’s running 
smoothly, and watching the events, too! My favourite part of working at NCW is how rewarding 
it is - supporting writers, whether they’re just starting out or are an experienced festival 
headliner, and seeing their positivity after their event goes well, or they’ve won an award, or 
they’ve been inspired by one of our workshops or mentoring sessions.” 

 
 
 
 

5. NATIONAL CENTRE FOR WRITING – Vision, Mission and Aims  

https://nationalcentreforwriting.org.uk/dragon-hall/
https://www.dragonhallnorwich.org.uk/
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Vision: To be a centre for national and international literary exchange in a world class UNESCO City 
of Literature 
Mission: To establish the National Centre for Writing at Dragon Hall as a creatively distinctive, 
nationally networked and financially resilient centre of excellence that delivers benefits to writers, 
literary translators, the literature sector and our physical and digital communities from an 
outstanding Grade 1 Listed campus in the heart of Norwich, England’s first UNESCO City of 
Literature.  
Aims 

Aim 1 (Artists and Artform) 
To create opportunities for writers and literary translators and support a diverse and vibrant 
literary ecology. 
Aim 2 (Learning) 
To increase the range and depth of opportunities to participate in and benefit from creative 
writing, reading and literary translation. 
Aim 3 (Place) 
To improve the cultural, social and economic ecology of Norwich, UNESCO City of Literature 
and the New Anglia region helping create a more attractive place to live, work and visit 
Aim 4 (Sustainability & Viability) 
To improve the viability and long-term sustainability of the organisation 
Aim 5 (Operational) 
To be an effective, inclusive, viable and accountable organisation. 
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6. 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. 
  
Director of Strategy: To be responsible for the change management process, business development 
planning and the day to day running of NCW. 
  
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 (x2): To develop programming and managing key projects and provide high level 
administrative support 
 
Programme Assistant (x1): To provide high level administrative support to 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 Manager: 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. 
 
Head of Operations and Commercial: To manage the commercial strategy, buildings, HR, H&S and 
Admin function of NCW. 
  
Operations and Commercial Officer: Work with the Head of Operations and Commercial to provide 
high level administrative support to ensure the smooth running of the organisation’s facilities and 
core operations and events.  
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7. JOB DESCRIPTION 
 

Job Title: Programme Assistant 

Location: Dragon Hall, 115-123 King St, Norwich, NR1 1QE 

Reporting to: Programme Director 

Key contacts: Internal: Programme Team, Communications Team, Finance and Operations 
Team 

External: participants, audiences, writers, partners and funders 

Contract: Full Time. Permanent 

Salary: £18,106-£22,194   

 

Principal purpose:  

The Programme Assistant will provide high level administrative support to the activities of NCW 
through their work with the Programme Team. They will contribute to the smooth running of 
specific projects and support the core operations of the organization. 

 

Key areas of work 

• Work with the Programme Team in the delivery of agreed programmes of work with specific 
responsibility for administration and support. 

• Establish and maintain productive and positive relationships with artists, audiences, learners and 
partners. 

• Contribute creatively to the overall work of the Programme Team and maintain excellent 
relationships across the organisation. 

• Act as a first point of contact for the Programme Team and direct all enquiries to the appropriate 
member of the team. 

• Maintain programme administration systems in consultation with the Programme Director 

• Develop evaluative and data capture tools across a range of programmes and collate and 
interpret qualitative and quantitative data for reporting to management. 

• Effectively manage your own work programme, and work with colleagues, customers and 
project partners in the achievement of the above. 

• Provide on site support and writer liaison at evening and weekend events. 

• Carry out any other duties considered reasonable by the Programme Director 
 

Team working 

• Work collaboratively with team members and other colleagues in order to meet organisational 
objectives 
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Compliance 

• Prepare papers and reports in a timely fashion for Senior Management Team, the Board, funders 
and stakeholders as required. 

• Carry out duties in accordance with appropriate internal and statutory procedures. 

• Adhere at all times to NCW employment policies and procedures with particular reference to 
Health & Safety, Safeguarding Children & Vulnerable Adults, Equal Opportunities and Diversity, 
Confidentiality. 

 

General  

• Act as an advocate for NCW - its vision, its activities and its values - at relevant networks and 
meetings.  

• Undertake training as identified and agreed to ensure the ongoing effective delivery of the post. 

• Undertake any other duties assigned by the Chief Executive or Programme Director which might 
reasonably be deemed to be within the status of the job and appropriate to the post. All duties 
must be carried out with due regard to confidentiality 
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8. PERSON SPECIFICATION 

In shortlisting and interviewing candidates the panel will be looking for the following: 

Competency Descriptors 

Administrative 
skills and 
experience 

• At least one year’s experience of working in an administrative capacity, 
preferably in the arts or wider cultural sector. 

• Experience of working on multiple projects and managing a demanding workload 

• Experience of events administration 

• Excellent organisation and office administration skills 

• Excellent IT skills (Microsoft Office) including Outlook, Word and Excel skills 

• Experience of using social media 

• Ability to convey facts orally and in writing 

• Excellent writing and proofreading skills 

• Strong customer care skills 

Implementation 
& Results Focus 

• Focuses attention and resources upon meeting agreed organisational targets, 
priorities and objectives.   

• Applies skill, effort and judgement to get the job done.   

• Accurately assesses the length and difficulty of tasks and projects and breaks 
down the work into the process steps enabling the team to achieve its goals. 

• An eye for detail. 

Adaptability and 
Flexibility 

• Is open to change and new information.   

• Adapts behaviour and work methods in response to new information, changing 
conditions or unexpected obstacles.   

• Adjusts rapidly to new situations that warrant attention and resolution.  
• Confidence and the ability to remain composed and resilient under pressure, self-

sufficient and capable of managing a diverse and rapidly changing portfolio of 
work. 

Communication 
and interpersonal 
skills 

 

 

• A professional and confident manner with a commitment to a high standard of 
work. 

• Excellent interpersonal skills and experience of working in highly successful and 
motivated teams that consistently excel in the achievement of organisational 
goals.   

• Ability to work on own initiative as well as part of a team 

• A creative problem solver.  

• Willing to share knowledge.   

• Listens actively and communicates in a timely manner.  

Other attributes • A strong interest in literature 
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9. Terms & Conditions 
 
Salary 
£18,106-£22,194.  1fte, Permanent.  

 
Probationary period 
There will be a probationary period of 6 months. 

 
Location 
NCW is located at Dragon Hall, 115-123 King St, Norwich, NR1 1QE. Some travel locally and 
nationally will be required. 

 
Leave 
Paid annual leave of 25 days per annum plus 8 public holidays. Up to five days of paid annual leave 
must be taken over the Christmas/New Year period, as advised by the CEO. 

 
Hours of work 
Standard hours are 7.5 per day to be worked between 9.00am to 6.00pm. Your usual days of work to 
be agreed, however due to the nature of the role you will be required to work some evenings and 
week-ends in order to fulfil your role successfully. Flexible hours can be agreed for this role. There is 
no overtime allowance but time off in lieu (TOIL) may be taken by agreement with your Line 
Manager and in accordance with the Staff Handbook. 

 
Expenses 
You will be reimbursed for all reasonable travel, accommodation and other expenses which are 
wholly, exclusively and necessarily incurred in relation to the performance of your duties and 
responsibilities, in line with NCW’s expenses policy. 

 
Notice Period 
Following the successful completion of a six-month probationary period, one months’ notice is 
required. During the probationary period, one month’s notice is required on either side. 

 
Policies and Procedures 
You are required to comply with all the policies and procedures stated in the staff handbook. 

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

 
10. RECRUITMENT TIMETABLE 
 
Application deadline: Monday 10th August 2020 09:00am  
Short-list confirmed: Friday 14th August 2020 by email 
Selection interviews: week commencing Tuesday 1st Sept (virtually or face-to-face tbc) 
 
When you submit your application, please ensure that you are available to participate on the 
selection day. Please see information further in this document regarding interview procedure during 
Covid-19 lockdown. 
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11. HOW TO APPLY 
You can find further information and the job pack at National Centre for Writing website: 
www.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 and Commercial Officer:  
Freya@nationalcentreforwriting.org.uk  
 
If you would like to have a confidential discussion about the role with the Director of Programmes, 
Peggy Hughes, please email her at peggy@nationalcentreforwriting.org.uk to arrange a convenient 
time to speak on the phone. 
 

12. HOW WE USE YOUR DATA FOR RECRUITMENT PURPOSES 
 
Background 
This privacy policy covers how we, National Centre for Writing (NCW), collect, use, store and protect 
the data that is supplied to us by job applicants and agencies. 
 

Our commitment to job applicants 
We are an Equal Opportunities employer and will treat all applicants fairly with no discrimination. 
We never knowingly provide misleading information about the nature of the role. We are committed 
to managing your personal information securely and with respect in accordance with the General 
Data Protection Regulation 2018. 
The information we collect may cover the following: 
• contact information (name, address, phone number and email address) 
• information from CV or application form or covering letter (education, skills and 
qualifications) 
• Disclosure and Barring Record. This is a requirement for all staff working for NCW. 
• references from the named referees that the applicant provides and only with the 
applicant’s consent. 
• visa and proof of the right to work in the UK documents, such as a copy of or details from 
your passport 
• employment records (including job titles, work history, working hours, training records and 
professional memberships) 
• salary, annual leave, pension and benefits information 
• we may also collect, store and use “special categories” of more sensitive personal data 
which require a higher level of protection such as information about your race or ethnicity, 
religious beliefs, sexual orientation and political opinions, in addition to information about 
any criminal convictions and offences. 

 
Purpose of data collection 
The purpose of collecting this information is to find suitable candidates to fulfil a specific role within 
our Company, and to check that you are entitled to legally work in the UK. We collect personal 
information either directly from candidates or sometimes from an employment agency. We may 
sometimes collect additional information from selected background check agencies, for example, a 
DBS check. Where appropriate, we will collect information about criminal convictions as part of the 
recruitment process. We are allowed to use your personal information in this way to carry out our 

http://www.nationalcentreforwriting.org.uk/get-involved/join-the-team
mailto:Freya@nationalcentreforwriting.org.uk
mailto:peggy@nationalcentreforwriting.org.uk
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obligations to ensure those recruited are suitable to undertake the role for which they have applied 
and are compatible with our safeguarding procedures. 

 
How the information is held 
Most information is transmitted by email and is stored on our computers, on a restricted access 
drive. We use a secured server which supports our email servers and any cloud-based file storage 
system. Hard copy information is kept in locked filing cabinets to which only the HR and senior 
management team have access. All this information can only be accessed by authorised staff within 
the organisation. Our staff are trained to understand the importance of keeping personal data 
secure. Our computers are safeguarded by anti-virus software and the regular changing of security 
passwords. Information on unsuccessful candidates for specific roles will be held for 6 months in line 
with CIPD recommended best practice. After this time paper files will be securely disposed of and 
computer records deleted. Only if we have asked, and you have given your consent, will we continue 
to hold your data beyond six months for an agreed period. 
 
Disclosure 
We may disclose selected information for the purpose of obtaining references. Where additional 
information is required the information may be disclosed to the Disclosure and Barring Service, your 
G.P or an Occupational Health professional only after you have given your consent. You have specific 
rights in connection with personal information: to request access to your personal information; 
request correction of the personal information that we hold about you; request erasure of your 
personal information; object to processing of your personal information where we are relying on a 
legitimate interest; request the restriction of processing of your personal information; request the 
transfer of your personal information to another party and the right to withdraw consent. 

 
Complaints 
Privacy complaints are taken very seriously and if you believe that we have breached your privacy 
you should in the first instance write to Amanda Salmon, Head of Operations and Commercial, who 
has responsibility for Data Protection at NCW, stating the details of your complaint. We would ask 
that you provide us with as much detail as possible to allow a thorough investigation. Your complaint 
will be acknowledged within 72 hours and we aim to resolve any complaint within 21 days. However, 
depending on the complexity of the complaint and availability of external agencies it may on 
occasions take longer. Should your complaint show that we have breached our duty of care we will 
report the breach to the Information Commissioner’s Office. If you are not satisfied by our response 
you may complain to the ICO. 
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13. NATIONAL CENTRE FOR WRITING COVID-19 RECRUITMENT STATEMENT  

Please note that during this time, our recruitment process will be a bit different to normal and 
measures will be put in place to ensure the safety of candidates and our own staff through every 
process from application, short-listing, interviews and offer stage.   

The usual place of work for this role would be National Centre for Writing, Dragon Hall, King Street, 
Norwich, NR1 1QE, however, all National Centre for Writing staff are currently working from home. 
Risk assessments and safety policies are being developed and will be implemented in due course to 
ensure a safe return to our premises in line with changes to government guidance and in 
consultation with our staff. Any new staff joining our team in this interim process will be consulted 
with in the same way whilst transitions to working environments are taking place. New staff will 
receive the support and provision required to effectively perform the job role, particularly if this 
cannot be within the office environment (i.e. working from home).  

Successful short-listed candidates will be invited to an interview that will be conducted in a safe, and 
in an appropriately socially distanced manner. This may be via Zoom, or other video-conferencing 
apps, over the phone, or even in person if this is deemed safe and appropriate for all parties, and in 
line with government guidance at the time. Interview format will be discussed and agreed with each 
successful short-listed candidate.  

Format and procedures for commencement of the position, inductions and training will be discussed 
with successfully candidate at offer stage. 

For further details of NCW’s response to Covid-19 please see 
https://nationalcentreforwriting.org.uk/covid-19-updates/ 

We will also post our updated risk assessment and Covid-19 Safety Policy on our website here as 
soon as they have been finalised.  

If you have any further questions in relation to our Covid-19 response, please email our Head of 
Operations and Commercial, Amanda Salmon amanda@nationalcentreforwriting.org.uk 

 

 

https://nationalcentreforwriting.org.uk/covid-19-updates/
mailto:amanda@nationalcentreforwriting.org.uk

