
 
 
 
Contract Description: Freelance Events Producer 

 
Company Description:  
Pexmas is a company founded in 2013, operating primarily in South 
East London, but delivering across the UK. We produce events and interventions within 
communities, which connect people to a place, subject or moment in time - and most 
importantly - to the people around them. All the events we deliver allow the public to engage 
with their community while having a great time. So folks are happier about the place they’re 
in. That’s it. One of the ways we do this is with markets. Stalls by local, independent 
business people, creatives, makers and community leaders allow the public to get to know 
their local area better. It feels good to buy from small businesses, start ups and hyper local 
traders. It feels good to actively trade where you live/work and share your skills and ideas 
with your community. We like to facilitate that in places we and our clients are also invested 
in. We mostly work to contracts or in partnerships, delivering markets and events for local 
councils or other stakeholders, venues or producers. And of course we continue to self fund 
and produce our eponymous festive market event in Peckham each december as an annual 
joyful event for our own local community.  
 
Role Description: 
We seek one or multiple freelance Events Producers to assist with up to 4 contracts in our 
2017 calendar. Using some existing templates and policies in place, and creating new ones 
where required, this role will work with the Director to design cultural events across the arts, 
food and community themes. Some of these will be independent events, curated and 
managed entirely by Pexmas in a venue under our own management. Some may be part of 
a venue or festival of a client, for which we are required to provide appropriate events for 
their audiences, sympathetic to existing programming.  
 
Responsibilities will include:  
 

- Working with the director to curate a variety of high quality, innovative events 
appropriate to the venue, theme and desired audiences; whether the arts community, 
families, the general public or others. 

- Sourcing and working with largely local partners to celebrate community and cultural 
excellence across a broad spectrum of disciplines and levels of professionalism.  

- Working to a budget, keeping good financial records and hitting income targets 
where relevant 

- Being the key point of contact for artists and events partners in advance and at the 
event 

- Assisting the director with council requirements including licensing, event plans, site 
maps, insurances, PRS/PPL booking, Temporary Event Notices etc.  

- Booking staff, logistics and infrastructure with input from the Director.  
- Keeping meticulous records of conversations and correspondence with artists and 

partners at all stages of the process 
- Assisting to advertise events online, in the press, via print and mailouts 
- Working to deadlines and keeping all members of the event team to schedule 
- Creating bespoke protocols from existing templates to ensure events comply with 

licensing and safety regulations 

 



 

- Creating and managing ticketing systems where appropriate  
- Creating invoices and sending them to artists/venues where appropriate 
- Giving ideas and opinions, asking for help where needed 
- Potentially helping to create proposals for new clients/attend meetings to win bids for 

projects 
 
Time commitment: 
Each contract should take between 4-15 days to complete. As this is a freelance post, there 
will be no fixed working hours, however the contractor is expected to meet with the director 
at regular intervals for up to half a day at a time to report on progress, resolve issues and 
work together. It would be beneficial if the freelancer’s schedule allowed for some flexibility 
in the working hours to be able to be responsive to the enquiries of partners. There may be 
client meetings which are compulsory for the freelancer to attend, but these will be arranged 
to suit. The event days are compulsory and fixed, and these dates will be confirmed as much 
as possible at time of interview.  
 
Pay: 
The rate of pay is approximately £10 per hour, but agreed on a contract basis to cover a 
certain workload to be completed by a deadline. As a guideline; a one day market with 
approx 20 streetfood traders (requiring recruitment, curation, licensing checks, pre and 
during event management) would equate to approx £500 fee. When possible, we like to prep 
multiple markets at once to make admin most streamlined for us and applicants, in which 
case a combined fee would be offered across the time period. Freelancers are to be paid by 
BACS transfer on receipt of invoices submitted to Pexmas Ltd, within 28 days. A payment 
schedule will be agreed, usually on a monthly basis for the duration of the contract.  
This contract does not constitute an employment relationship and as such this role is not 
entitled to sick pay, holiday pay or any other statutory benefits.  
 
Essential Skills/Qualities: 
- People skills  
- Awareness of and attention to detail  
- Common sense and problem solving abilities 
- Experience in programming a range of events across cultural sectors and for a variety of 
audience demographics 
- Experience in a customer/client facing role 
- Experience in an administrative role, with ability to use social media, spreadsheets etc 
- Willingness and capacity to learn 
- Initiative and pro-active with ideas 
- A love of local events, food and venues 
 
Desirable Skills/Qualities/Experience: 
- An awareness of health and safety, licensing and insurance regulations 
- Experience working in a cultural institution, for pop up events providers, or other public 
facing events initiatives 
- Some knowledge of SE London 
 



 

Recruitment Procedure:  
Please read the above description carefully and send a cv and cover letter detailing your 
relevant experience and why you want to work with us to sarah@pexmas.com 
Up to 4 candidates may be asked to an informal interview in February 2017.  
We hope to have someone ready to start a contract mid-end February 2017.  
We will try to give as much feedback as possible to unsuccessful applicants, pending the 
number of respondents.  
 

mailto:sarah@pexmas.com

