
 

 

 
POSITION: PERSONAL ASSISTANT  

FOR WRITER AND PERFORMER 5 Hours per week 
 
Summary 
An experienced & motivated personal assistant is required to provide organisational support 
to a busy writer and performer with an Irish and international profile. The position is for 5 
hours per week, and is mostly work-from-home. It will run for an initial 12 weeks from 
September 2021 (with the potential to continue thereafter). Payment: €16 per/hour.  
 
About the Role 
Some of the duties may include 

- Planning of book launches, literary readings, workshops, and tours 
- Book marketing and publicity planning and support 
- Management of social media and online platforms (with ability to bring new ideas) 
- Diary, email and travel management 
- Community & arts funding applications  
- Financial planning and accounting support 
- Other related duties as they arise 

 
The successful candidate will be 

- highly fluent in social and online media 
- highly fluent in office administration 
- Experienced in creating pitches and writing proposals 
- confident and professional in email and in-person communications 
- experienced in designing and realising bespoke events 
- ability to bring new ideas and creative thinking to the table 
- ability to be open, flexible. Have a can-do attitude 
- An ‘ideas person’ and good problem solver 
- Motivated and goal-driven 
- Excellent time-management skills 

 
Desirable 

- a passion for arts, literature and culture 
- knowledge of the Irish or international literary arts landscape 
- specific PR/advertising/creative industry client experience 

 
Conditions 

- Ideally the candidate is Dublin-based to allow some in-person meetings  
- Some flexibility as to how the 5 hours p/wk is completed (with a focus on Mondays)  
- Must have own laptop, internet and phone 
- Expenses and overhead costs are not covered, but are included within €16 per/hour. 
- Candidates are responsible for own taxes etc 
- Monthly payment by bank transfer 
- Following 12 weeks there is potential to continue the position on a reduced or 

increased basis 
 
How to apply 

- Please send a CV & cover letter to creativeceardlann@gmail.com before 15th August 
 
Interviewing process 

- Short-listed candidates will be invited to meet for a coffee in Dublin at the end of 
August. The successful candidate will start the 1- week position in September 2021 


