
 

1 

  
 
 
2024 ICOM UK Conference Coordinator Role 
 
ICOM UK is seeking to appoint a part-time, freelance Conference Coordinator to project 
manage the planning and delivery of the 2024 ICOM UK Conference at the Ulster Museum, 
Belfast.   
 
The main conference programme takes place at the Ulster Museum on Friday 12 April 2024, 
with additional programming (city and museum tours) taking place on Thursday 11 April and 
Saturday 13 April 2024.  The theme of the conference is in development but is likely to focus on 
the role of museums in divided communities. 
 
ICOM UK, in collaboration with NMDC (National Museum Directors’ Council) and a local 
museum partner, has organised an annual conference since 2013.  The conference took place 
online in 2021 and 2022.  Information about past conferences can be found at: 
https://uk.icom.museum/resources/?wpv-resource-type=past-conference-
reports&wpv_view_count=60033  
https://uk.icom.museum/resources/?wpv-resource-type=past-webinar-conference-
recordings&wpv_view_count=60033  
 
The 2024 ICOM UK Conference is a collaboration between ICOM UK, NMDC and National 
Museums NI, with support from the Northern Ireland Museums Council, the Irish Museums 
Association, ICOM Ireland and Barker Langham. 
 
We are seeking to appoint a freelance Conference Coordinator who wants to work with ICOM 
UK and its partners to deliver a conference with relevance and impact, who enjoys new 
challenges, and will champion a diverse programme. 
 
The successful candidate needs experience of project management, event coordination and 
event delivery.  We need a creative problem solver, capable of working with, and coordinating 
input from, a variety of stakeholders. 
 

Project Tasks 
• Attend monthly online working group meetings, take minutes and produce a list of 

actions from each meeting. 
• Coordinate the planning and delivery of the 2024 ICOM UK Conference with support 

from ICOM UK’s Executive Director, Conference Assistant (TBC student on placement), 
and the conference working group.  This will include: 

o updating the programme (shared documents and Eventbrite booking page) 
o ensuring speaker briefing notes are issued on schedule 
o ensuring speaker presentations are received on schedule 
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o arranging travel and accommodation for speakers 
o work with the conference venue to ensure catering, AV, access, and any other 

event requirements are in place for the conference 
o work with any additional venues and tour providers to ensure arrangements are 

in place for any tours and visits offered to conference delegates  
o attending the conference (local travel on the island of Ireland and 

accommodation covered by ICOM UK) and work with the venue, caterer, 
technicians, speakers, event partners to ensure the conference runs smoothly 

• Prepare materials and work with ICOM UK’s Executive Director on the promotion of the 
event across ICOM UK and sector channels. 

• Manage the conference budget, reporting to ICOM UK’s Executive Director 
• Request and receive invoices from conference speakers, suppliers and contractors, and 

forward them on to ICOM UK’s Executive Director in a timely manner for payment. 
• Prepare conference communications for registered attendees and send these via ICOM 

UK’s Eventbrite account. 
• Prepare, circulate and collate the results of a conference evaluation questionnaire using 

ICOM UK’s Survey Monkey account. 
• TBC site visit to Ulster Museum during the planning phase (ICOM UK to cover local travel 

costs on the island of Ireland). 
 
Role Requirements 
The contractor will have: 

• Proven experience coordinating in-person conferences, events, or public programmes. 
• Experience working online and remotely with teams and stakeholders. 
• Excellent communication skills and the ability to work with a variety of stakeholders. 
• Experience of managing project budgets. 
• An awareness and understanding of current and sensitive topics for the museum sector 

and wider society. 
• An active interest in, or experience of, working in the international museum sector. 

 
Hours and Fee 
This contract for services is for 10 days of work between 4 December 2023 and 31 April 2024.  A 
working day is calculated at 8.5 hours, including breaks.  The hours are flexible but the 
contractor will need to be available for online project meetings and other project business 
during the working week (Monday - Friday between 9am and 6pm UK time).   
 
The contractor will be paid an all-inclusive fee of £200 per day (including VAT), to be invoiced at 
the end of each month.  The fee will be paid in GBP and any additional fees for international 
payments will need to be borne by the contractor.   
 
Local travel costs (within the island of Ireland) to attend a meeting and/or the conference itself 
at Ulster Museum will be in addition to the all-inclusive fee and agreed in advance with ICOM 
UK. 
 
Location 
This is a remote, freelance contract for services role and the contractor will need to be resident 
in Northern Ireland or the Republic of Ireland, provide their own office facilities, equipment, 
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software, and professional insurance.  The contractor will need to account to the appropriate 
authorities for income tax, national insurance and any other locally applicable taxes in their 
country of residence. 
 
Application Process and Deadlines 
To apply, please send us your CV along with a covering letter (maximum four pages in total) 
explaining why you are interested in this role and giving relevant examples of how your 
previous experience meets the role requirements. 
 
Please send your CV and covering letter to uk.icom.museum@gmail.com before 12:00 UK time 
on Friday 24 November 2023. 
 
Online interviews (Zoom or Teams) will be conducted the week commencing 27 November 
2023 and take place Monday - Friday between 9am and 6pm UK time. 
 

Enquiries 
If you have any questions about this role before applying, please contact Dana Andrew, ICOM 
UK Executive Director (part-time) at uk.icom.museum@gmail.com  
 
 


