
  

JOB TITLE: Cultural/communication Department & Administrative Officer.  

ENVIRONMENT: Established in 1982, the Alliance Française Glasgow is one of the ten AF in the United 

Kingdom. Run by a Board of Directors, it is located at 3 Park Circus in Glasgow, under the same roof as 

the Goethe-Institut. As a local not-for-profit organisation, it reflects the desire to share with others the 

love of the language, culture and other various aspects of the French way of life and la Francophonie. 

We offer courses for adults and children of all levels and all ages. All of our teachers are native French 

speakers who are qualified to teach French as a foreign language. We are also an official examination 

centre for personal or professional French exams such as the Test d’Évaluation du Français (TEF) or the 

Diplôme d’Études en Langue Française (DELF). 

Our regular cultural events are part of a rich and varied programme, with around fifty activities per year. 

This wide-ranging programme is based on numerous partnerships and is part of the very dynamic local 

cultural scene. The AFG also has a media library with around 7,000 French-language resources, free access 

to tablets, a digital TV, a children’s section and access to numerous digital resources. Workshops are 

regularly offered to showcase the cultural centre and to support the learning of French. 

JOB ROLE: 

AF Glasgow's development strategy is based on a strategic plan focused on improving the quality of its 

services and the professionalisation of the institution, based on the Alliance Française Foundation's 

"Quality Approach" reference framework. 

The Cultural, Communication Department and Administrative Officer will be responsible for the ambitious 

development of AF Glasgow's cultural programme and its marketing and communication strategy. They will 

provide a link between the language school and the media library to offer a comprehensive learning and 

discovery experience for AFG learners and members. 

Administrative duties will include managing and coordinating services for AF Glasgow members and 
learners. 
 

LEVEL OF SUPERVISION: 

The post holder will report to the directeur/trice (Managing Director) or their nominee. The 

Cultural, Communication Department and Administrative Officer will work alongside the rest of 

the AFG team and will supervise the work of interns. They will participate in the development of 

all AFG activities and will, among other things: 

KEY ASSIGNMENTS AND RESPONSIBILITIES: 
 
1/ Handle the organisation and monitoring of cultural activities by: 
 

 Overseeing the development of the cultural events programme according to the strategic 
priorities defined in the organisation’s strategic plan for designing the cultural programme. 

 Planning and facilitating cultural programme activities. 
 Maintaining and creating new partnerships; developing Franco-German relations and with 

our partners in the network of Alliances Françaises and Instituts Français in the country. 
 Including the AFG programme of events in the local cultural scene (festivals, etc.).  
 Seeking new audiences and attracting new members. 

 



 

 

2/ Define the marketing and communication strategy by: 
 
 Promoting all AFG activities through internal and external communication. 
 Increasing the visibility of the AFG and delivering an annual marketing plan identifying 

needs for new products, services and activities and prospecting new markets. 
 Managing and updating the website, social media networks and e-newsletter. 
 Designing documents and communication packs, producing visuals, brochures, adverts, etc. 
 Using analytical tools to measure, follow and report on the AFG actions (KPIs, SWOT, and 

benchmark) in relations to strategic objectives. 
 
3/ Reception at the Language Office and administrative duties: 

 
 Coordinate and maintain a high level of service to AFG learners and members, welcoming 

and informing various stakeholders about our services and handling the sale of courses 
(including private lessons) and services.  

 Administrative procedures such as course management and accounting software. 
 Organisation and running of official French examinations as instructed by the 

directeur/trice.  
 Any other administrative duties as instructed by the directeur/trice. 
 Participating in departmental co-ordination meetings. 

 
 
PERSON SPECIFICATION: 
 
Qualification and Experience: Project management, Arts & Culture, Marketing & Com. 
 
Skills and Attributes:  
 

 Experience in project management in the cultural and events sector. 
 Knowledge of French and Scottish/British cultural sectors 
 Proficient IT skills.  
 High level of competency with DTP and communication and marketing tools 
 Fluency in French (mother tongue ideally) and a minimum C1 level of English, both written 

and oral is essential. 
 
Desirable candidate qualities: 
 
Has a high standard of professionalism. Possesses good interpersonal, organisational and 
management skills. Ability to work in a team but also to be autonomous and to take initiative. 
Should be creative and have a taste for innovation. 
 
HOURS OF WORK:  
 

 Temporary contract with a probation period followed by an open-ended contract. 
 Full time: min. 35 hours/week, based in Glasgow. 
 Salary: depending on experience (min. £22k/annum). 
 Start date: as soon as possible. 

 
TO APPLY: Please send your CV, cover letter, supporting documents and details of references by 
email to: Nathalie KORKMAZ, n.korkmaz@afglasgow.org.uk  
 
Interviews will be conducted either via Zoom or in person for selected candidates. 
 
IMPORTANT: To be eligible to apply, candidates must have the right to work in the UK.  
Please provide proof of your status. 
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