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Sydney Writers’ Festival 
 

Role Title: Event Management (Volunteers) 

Reports to: Volunteers & Internships Coordinator 

Terms: 15 weeks / 160 hours | 1 March 2027 – 11 June 2027 

Sydney Writers’ Festival encourages applications from all backgrounds, communities, 
and industries, and are committed to having a team that is made up of diverse skills, 
experiences, and abilities. 
 

 

About Sydney Writers’ Festival 
Sydney Writers’ Festival is one of the world’s leading and most beloved literary 
institutions. It is a place for readers, writers and thinkers to share ideas, tell stories 
and celebrate literature. 
 
Since our first Festival in 1997, we have brought thousands of diverse writers and 
thinkers from Australia and around the globe together in Sydney. In the company of 
the world’s best novelists, poets, journalists, public intellectuals, economists, 
politicians, podcasters and scientists, we’ve discussed some of the most pressing 
issues of our times. We’ve celebrated prize-winning authors, long-awaited novels from 
writers at the height of their careers and introduced debut authors to eager and 
enthusiastic new audiences. 
 
Readers and writers have exchanged thoughts and opinions, perspectives and 
philosophies, creating a powerful community based on radical dialogue and respectful 
debate. The drumbeat of questioning that thrums underneath the Festival is powerful 
and enlivens Australia’s democratic tradition. 
 

About this role 
The 2027 Sydney Writers’ Festival Volunteer Management Intern will undertake a 
variety of practical activities designed to facilitate learning in the field of Volunteer 
Management and contribute to the success of the Festival’s Volunteer program. The 
Sydney Writers’ Festival volunteer team has grown to comprise over 300 enthusiastic 
Festival supporters and 40 experienced volunteer supervisors. Volunteers support 
festival operations behind the scenes in the writers’ green room and volunteers’ green  
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room, plus Front of House around the Festival precinct, ushering at events and book 
signings and assisting at Family and Young Adult (YA) days. 
 
Reporting to the Volunteers & Internships Manager and Coordinator, the Volunteer 
Management Intern will learn the systems and skills required for smooth operation of 
the volunteer team. This includes administrative tasks, team coordination and digital 
and in-person training requirements in the lead up to a large-scale cultural event as 
well as facilitating effective communication among the team during Festival week.  
 
Applicants for the Volunteer Management Internship would benefit from effective and 
confident communications skills, and some understanding of what it’s like to volunteer 
with an arts festival and the various situations that might arise between staff, 
volunteers and guests. Previous experience with administrative software, including 
basic MS Word and mid-level MS Excel skills would be helpful, plus an understanding 
of how MS Sway can be used as a digital communication site for information delivery. 
This role would suit students from many different disciplines, provided they have the 
unique combination of skills required – leadership ability, interpersonal skills and 
written communication skills. Related areas of study would include Media and 
Communication Arts, Event Management, Business (HR), Arts and/or Publishing. 
 
The Event Management (Volunteers) Internship will commence on 1 March and 
finish on 11 June, with exact dates to be negotiated around intern availability. The 
total commitment will equate to approximately 160 hours over 15 weeks, at 8-10 hours 
per week with an additional 20 hours across the week of the Festival. Weekly hours 
can be delivered as a combination of office attendance, work from home and being on 
site for SWF events.  
 
Note:  During the week of the Festival, the Intern will have the chance to put their 
learning into practice, as well as witness the results of their hard work. Post-Festival, 
the intern will continue to work with the supervisor to organise the post-Festival wrap 
party for volunteers and participate in post-event reporting. During the post-Festival 
period there is one-week period with no time commitment required. 
 

Role Responsibilities 
The Volunteers Intern will assist with the following: 

– Editing and proofing training information documents (MS Office)  
– Creating quizzes for digital training information confirmation (MS Forms)  
– Checking registration documents online and maintaining registers 

(Administration)  
– Leading small teams of volunteers to complete pre-Festival preparation tasks (In 

person training and leading) 
– Supporting set-up and facilitation of Volunteer Supervisor Training Meetings, 

Volunteer Orientation Day and the Orientation Day Tour (In person training and 
leading, production skills) 

– Strategic design and testing of digital information architecture and ongoing 
messaging (strategy, user experience) 

– Gathering and compiling advice for new volunteers (presenting to an audience, 
research, curating information) 

– Assisting on-site during Festival week to help coordinate volunteers (In person 
training and leading) 
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– Communicating Festival-wide updates and changes via communication sites 
(Crisis communications, digital strategy) 

– Preparing and receiving feedback survey post-Festival (Administration) 
 
Note: Access to own laptop is beneficial. 
 

Key Learning Outcomes 
– Data management skills, including tracking and manipulating data in Microsoft 

Word, Excel and PowerPoint using collaborative documents and file-naming 
practices. 

– Digital publishing and editing skills, including strategic information design, 
reading for clarity, copy-editing skills, curating information, quiz design and user 
experience testing in both Microsoft Sway and Microsoft Forms. 

– In-person training and leadership, including planning agendas, coordinating 
workflows, curating key information, considering safety and presenting to an 
audience. 

– Event management skills, including event set-up and pack-down, giving 
briefings, crisis management, juggling multiple priorities and leading a team.  

– Post-event reporting, including obtaining and analysing feedback data, writing 
evaluation reports and handover practices. 

 

Key Dates 
These are the Festival milestones, some of which may require availability beyond 
office hours in the evenings or weekends. Updates to the below dates, plus any 
additional dates specific to your role, will be provided at the interview stage. 
 
15 Nov 2026  Sydney Writers’ Festival Internships close 

23–11 Dec 2026 Shortlisted candidates interviewed 

14 Dec 2026  Advise all application of final outcomes 

1 March 2027  Internship commences 

1 May 2027  SWF Orientation (for volunteers, interns, crew) 

17–23 May 2027 Sydney Writers’ Festival 
 

How to Apply 
To apply for this internship, please complete the online application form with a .pdf 
copy of your resume and cover letter, ensuring that you address how your skills and 
previous experience relate to the role.   
 

Applications close 11:59pm, Sunday 15 November 2026 
 
Early applications are encouraged, as we may proceed with an appointment once a 
suitable candidate is identified. 
 
If you have any questions or issues with the form, please email volunteers@swf.org.au 
for assistance. 
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