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Lancaster Arts Partners

Freelance Opportunity for an Arts City Leaflet Rack Coordinator
Role summary: 

Lancaster Arts Partners (LAP) is a consortium of organisations working together to champion and

promote the strategic development of excellent arts activities in Lancaster District. LAP are organisers

of Light Up Lancaster, promoters of the Lancaster Arts City website and manage the Arts City leaflet

racks.

An exciting opportunity for an Arts City Leaflet Rack Coordinator in the Lancaster District has become

available. 

You will be an organised and motivated individual able to work independently and with use of a car to visit to sites. The role involves taking bookings from arts organisations, scheduling deliveries of print and visiting the Arts City racks to top up with leaflets.

There are currently 16 Arts City racks across Morecambe and Lancaster including sites in arts venues, at

Lancaster train station and the Visitor Information Centre etc. 

You will distribute leaflets according to a consistent rack plan and monitor leaflet take-up to feed back

to the LAP board. You will take bookings for LAP members and others promoting arts and cultural

events in the District. The successful candidate will operate independently, but report to the Chair of

LAP. You will represent LAP in the district, therefore communication skills and an understanding of

customer service is desirable.

Responsibilities and Duties:
· Collection, delivery, distribution, display and recording of LAP leaflets to our Arts City racks and display stands.

· Ensure all travel and work in public spaces is done in a safe and efficient manner.

· Communicate with sites hosting the Arts City racks, the Chair of LAP and occasionally feed in to LAP board meetings via brief reports or in person.

· Take bookings by email for distribution, instructing the designated finance contact as necessary for billing.
Qualifications and Skills:
· You must have access to transport (with appropriate insurance) to collect and deliver the leaflets to the rack sites.

· Knowledge of the Lancaster District would be an advantage.

· Communication skills – in person, on the phone and via e-mail.

· Good planning and organisation skills.

· You must be able to work in a safe manner in all aspects of the job.

Benefits:
There is a fee of £240 per month for delivery of this service, to include expenses (for travel and

parking). We anticipate roughly 6 hours per week on administration and distribution.

You will manage your own time and be able to develop this role to suit your other commitments, in

line with the needs of LAP and in discussion with the Chair.

To be considered for this opportunity please send a covering letter explaining your suitability for this

role and a CV to iwadeson@dukes-lancaster.org by the closing date of Monday 5 February.
Appendix: 

Arts City Racks: 16 sites in the district at

1. Lancaster University - Great Hall near toilets

2. Lancaster University - On wall by Peter Scott Gallery side entrance

3. Lancaster University - Sports Centre

4. Lancaster Train Station - Waiting Room 1

5. Lancaster Train Station - Waiting Room 2

6. Lancaster Castle – Café (current location needs confirming)

7. The Storey, Lancaster - outside Tourist Information

8. Ludus Dance, Lancaster - On wall

9. Lancaster Library - near help desk

10. The Grand Theatre, Lancaster

11. The Dukes Theatre, Lancaster – in foyer

12. Sainsbury's, Lancaster - near help desk

13. Salt Ayre - currently near the entrance to the swimming pool

14. Lancaster & Morecambe College

15. More Music, Morecambe

16. Platform, Morecambe – currently no actual stand but placed in holders around entrance

