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Concerts Coordinator 
 

We are seeking an enthusiastic and outgoing Concerts Coordinator to join our dynamic and supportive music 
performance team in delivering the expanding programme of performance activities at the University. 

This is an exciting time to join our music performance team as we will be working very closely with the University’s 
new Centre for Music Performance (CMP).  The CMP is a newly established umbrella organisation that aims to 
increase the visibility, scale, ambition and reach of musical performance at Cambridge. In line with the University’s 
mission, the Centre will build on the all-round residential education that is a USP of the collegiate University, 
attending both to Cambridge’s aspiration to professional level performance and to its commitment to developing 
music performance for outreach, inclusion and wellbeing. 
 
As the Concerts Coordinator, you will provide essential administrative support ensuring the smooth running of 
concerts, performance workshops, masterclasses and the work of the ensembles. This position is an exciting 
opportunity for someone who enjoys a busy and demanding workload, able to manage multiple projects 
simultaneously, and has a passion for music-making. A flexible and innovative approach to your work is essential, 
along with creative flair and vision as well as excellent administration skills. 
 
 
Key duties and responsibilities 
  

• To coordinate all aspects of delivery of concerts and performance activities including booking rooms, 
organising music, identifying participants, handling audio-visual requirements, organising recordings. 

• To manage all aspects of the rehearsals and concerts.   
• To liaise with professional guest artists and arranging their travel and accommodation  
• To liaise with concert venues 
• To support the Instrument Managers with the maintenance and running of the Instrument collection. 
• To coordinate and manage the auditions for the ensembles. 
• To manage the ticketing and front of house for concerts and to recruit and manage the necessary number 

of volunteers. 
• To coordinate pre-concert activities and outreach events. 
• To receive and process invoices and expenditure claims and alert the Directorship to any potential 

overspends. 
• To draw up concert programmes. 

 
Carries out other duties appropriate to the post and for which the role holder has been trained as assigned by 
your line manager. 
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Person Specification 

 
* Passionate about music making and the role of music performance at Cambridge. 
* Experience of working in music concert performance. 
* Confident working with students, office staff, trustees, and guest musicians alike.  
* Musical background. 
* Proactive and enthusiastic team player with a flexible approach.  
* Excellent written and oral communication and interpersonal skills. 
* Ability to work effectively as a member of a team and to supervise, train and instruct junior colleagues. 
* Ability to build and maintain networks. 
* Excellent organisational skills: evidence of the ability to plan and prioritise own workload; to use own 

initiative and judgement; to work under pressure and meet deadlines. 
* Educated to degree level or equivalent professional qualifications. 
* The role will require flexible working hours, including evenings and weekends. 

 
Salary: £21,000-£24,000 (depending on experience) pro-rata per annum (fixed term: the funds for this post are 
available for 12 months in the first instance)  
 
The post is offered part-time: 0.6FTE, working to a pattern to be agreed with your line manager. 
 
To apply please send Chloë Davidson, Executive Director, CUMS (cnd26@cam.ac.uk) your CV and a covering 
letter,  explaining the reasons for applying and setting out clearly how your knowledge, skills and experience 
match the requirements of the role and the criteria listed in the person specification, along with relevant 
examples. Informal enquiries are welcomed and should be directed to Chloë Davidson. 
 
The closing date for applications is Thursday 8 July 2021  
Interviews (conducted online) will take place on Thursday 13 July 2021 
 
 
 
 
 
 
 
 
 
 
 


