
 

MEDIA RELATIONS COORDINATOR 
● Department: Marketing & Communications 
● Report to: Head of Marketing & Communications 
● Workplace type: Ubud/Denpasar Based 
● Job location: Ubud, Bali 
● Employment type: Full Time 
● Length of Employment: Six Months (Starting from the 1 February 2023) 

 
BACKGROUND 
Yayasan Mudra Swari Saraswati is an independent, not-for-profit foundation committed to 
enriching the lives of Indonesians through a range of community-building arts, cultural, and 
culinary programs. The goal of the foundation is to help fulfil the creative needs of Indonesia, 
its individuals, and its communities whilst highlighting its cultural diversity – both traditional 
and contemporary – to the world. The foundation achieves this through its core initiatives, the 
Ubud Writers & Readers Festival, as well as the Ubud Food Festival. 
 
The Ubud Food Festival (UFF) spans three days. It consists of cross-cultural culinary 
discovery, with Indonesian food as the central focus. The festival features special events, 
cooking demos, food tours, talks, workshops, masterclasses, arts performances, films, and 
more. The festival celebrates the diversity and taste of Indonesia’s culinary world. It tempts 
thousands of food lovers from all over the world. UFF is now the region’s leading culinary 
festival, and a must-attend event for anyone in the area.  
 
The Ubud Writers & Readers Festival (UWRF) is an annual literature festival. The festival’s 
goal is to bring together a broad community, and engage them through their shared love of 
books, writing, and ideas. Since the first UWRF festival in 2004, it has quickly become 
Southeast Asia’s biggest and most beloved literary festival. The festival brings together a 
wide range of writers, novelists, poets, journalists, public intellectuals, artists, and politicians 
– from Indonesia and beyond. There are plenty of discussions to be had, especially about 
some of the most pressing issues of our time.  
 
ROLE OVERVIEW 
In this role, you will be reporting directly to the Head of Marketing & Communications. 
The Media Relations Coordinator’s job is to implement the Ubud Writers & Readers 
Festival (UWRF) and Ubud Food Festival (UFF) overall media, and public relations 
strategy. As well as executing the necessary national and international social media 
strategies to increase outreach to promote the event and generate favourable 
coverage surrounding both programs for 2023.  
 
KEY RESPONSIBILITIES 

● Work with the Head & Marketing Communications to create and execute impactful public 
relations strategies for both festivals – UWRF and UFF. 

● Write press releases, invitations, and announcements for the lead up to both festivals. 
Also, help organise any press conferences, and other special events as needed.  

● Create strong media partnerships, which works to the mutual benefit of both parties with 
key national and international media owners.  



 

● Pitch both festival programs and events to press contacts for print, online, and TV/radio 
both internationally and nationally. 

● Assist with website, newsletter and social media copywriting and proofing.  
● Facilitate all on-site press coverage at both festival events. For example, managing 

press access, overseeing press conferences, and setting up interviews.  
● Coordinate the schedules of the photographers, and video capture teams at the year-

round programs and during the festivals. 
● Support the Head of Marketing & Communications to manage the Media Centre 

volunteers during the festivals, including schedules and assignments. 
● Design and develop tools to deliver materials, track coverage, and compile accurate 

statistics regarding publicity performance. 
● Support the Head of Marketing & Communications in maintenance of the department’s 

editorial calendars, and social media needs. 
● Manage and update press contact information in the database. 

 
ESSENTIALS 
● Two to three years’ experience in a similar position is strongly encouraged, preferably in 

a festival-related environment. 
● Excellent writing, editing, and proofreading English and Indonesian skills. 
● Attention to detail, strong diplomatic skills, professional, ability to multitask, working well 

under pressure, and being able to prioritise responsibilities well. 
● Open to working off-business hours occasionally as needed, especially around both 

festivals' schedule of events. 
● Adept at anticipating problems before they arise, and juggling multiple priorities at once. 
● Comfortable working in a dynamic small office environment. 
● Ability to multitask in a demanding environment, and able to meet deadlines. 

 
DESIRABLE 

● Familiar/previous history in the festival industry 
● Interest in literature and culinary arts 

 
HOW TO APPLY 

If you would like to apply for this position, working for the festival, please send your 
CV and cover letter addressing the selection criteria to: admin@yayasansaraswati.org.  
 
Applications close on the 15 January 2023. 
 
This job description describes the broad scope of the role and is not an exhaustive list. It may 
also change from time to time with due consultation to meet the changing needs of the 
business. For a confidential discussion regarding the role, contact Nicola Walpen (Head of 
Marketing & Communications) via nicola@yayasansaraswati.org. 


