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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 duty manager is 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 or digital 
responsibility for the operational implementation of events, as well as fire safety, general health and 
safety, first aid, safeguarding and building management. They will be responsible for setting up and 
troubleshooting audio visual equipment (often with alongside a technical manager.)  
 

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. You will have some basic understanding of 
programmes such as Zoom and Gotowebinar to assist with our digital and hybrid events.  
 

https://nationalcentreforwriting.org.uk/dragon-hall/
https://www.dragonhallnorwich.org.uk/
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5. . JOB DESCRIPTION 
 
 

Job Title: Duty Manager  

Location: Dragon Hall, Norwich 

Reporting to: General Manager  

Salary: £12.00/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 NCW’s Operations and Programming teams in the setup, delivery and close-down of 
events at Dragon Hall, including bar operation and food service as required. To assist in the delivery 
of digital and hybrid events from an event management perspective. To carry out other duties 
around the building such as minor maintenance.  

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 assist with the smooth running of digital and hybrid events.  

• 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 
£12.00/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 9th September 2021  
Interview Day:                 Thursday 16th September 2021  
Training Days: 27thSeptember 2021, 30th September 2021, 3rd October 2021.  
 
 
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 27thSeptember 2021, 30th September 2021, 3rd October 2021 for training purposes. 
Training will be 4 full days, based at Dragon Hall.  
 

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 and Commercial Officer at: 

 

freya@nationalcentreforwriting.org.uk  

 

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

Freya Gallagher-Jones 

Operations and Commercial Officer  

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. 

mailto:freya@nationalcentreforwriting.org.uk

