
Askonas Holt Limited

15 Fetter Lane, London EC4A 1BW, United Kingdom

T +44 (0)20 7400 1700   askonasholt.com   info@askonasholt.com
Registered Office  15 Fetter Lane, London EC4A 1BW 

Registered in England  No. 3385237     VAT No. GB 719 0063 53

JOB DESCRIPTION: ARTIST ADMINISTRATOR

Date:   16 July 2019
Job Title:    Artist Administrator
Department:  Travel
Reports to:  Manager, Artist Administration

THE COMPANY

Askonas Holt is one of the world’s leading arts management companies, specialising in the field of classical music. Working all 
over the world, we nurture both established and emerging talent through personal, bespoke management, as well as arranging 
international tours for the world’s leading orchestras and dance companies.

Throughout our long history, we have built our reputation on the care we devote to all aspects of artists’ careers, to our 
relationships with promoters and venues across the world, and to each of the tours and projects that we manage.

At the heart of everything we do is a passion for classical music and the performing arts, and a desire to bring high quality 
performances to every corner of the world.

askonasholt.com

THE POSITION

We seek an Artist Administrator responsible for the delivery of travel advice and administration for world-leading conductors, 
singers and instrumentalists. This is a great opportunity for a flexible, organised and creative person to gain relevant experience to 
start a career in arts management.  

Key responsibilities

• building and maintaining good relationships with a personal list of artists
• giving advice and planning travel and accommodation for personal list of artists
• liaising with local and overseas travel agents, as well as resourcing best deals from internet sites
• providing an immigration and visa service to artists, including researching information, preparing application forms and 

documentation, and obtaining additional supporting material from promoters/sponsors
• working closely with artist management with regards to diaries, schedules, checking paperwork, writing news stories 
• regularly updating client management system with all travel details and artists’ personal details and travel preferences
• collaborating across the company to ensure the artists receive a seamless service
• authorising the purchase of travel and accommodation for artists and providing accurate information for rebilling their 

expenses

The successful candidate will:

• have a strong geographical awareness
• have experience working in travel or administration, or in a related discipline is desirable
• demonstrate excellent verbal and written communication skills
• have the ability to prioritise and to meet deadlines
• possess the ability to think clearly, quickly and creatively
• have a strong eye for detail 
• be a good team player, well-organised and motivated

Foreign language skills are an advantage.

A competitive salary will be offered to the successful candidate.  

The closing date for applications is 5pm on Friday 26 July 2019. To apply, please send your cover letter and CV to  
hr@askonasholt.com with ‘Artist Administrator’ in the subject field. Only successful candidates will be contacted for 
interview.


