
Job Description 

Edinburgh International Film Festival 2018 

 

TITLE:  INDUSTRY COMMUNICATIONS COORDINATOR  

 

Team:    Industry 

Reports to:   Head of Industry & Talent Development  

Status:   Full time, fixed term contract 

Dates:    Monday 23 April to Wednesday 04 July 2018 

Duration:   11 weeks 

 

Purpose of the role 

The Industry Communications Coordinator will develop, publicise and deliver 

communications for all EIFF Industry activities and programmes, working with the 

Head of Industry & Talent Development. This post will also be required on occasion 

to support the delivery of special projects/events taking place as part of the 

Industry programme and to support the smooth set up and running of all Industry 

services that take place during the festival.  

 

EIFF Industry Team 

Alongside the public programme of films and events, the Festival’s Industry team 

manage a programme of events, screenings, networking opportunities and a 

Videotheque service for hundreds of film industry professionals who attend EIFF 

from all over the world. Accredited Industry attending are provided with a number 

of services including a dedicated Industry venue, an online viewing facility and 

access to information on all Festival attenders and activity. 

 

As part of our Industry programme, EIFF also offers a series of talent development 

programmes to support both project and career development for new and 

emerging filmmakers. 

 

CMI’s year round Head of Industry & Talent Development is joined for EIFF by a 

Industry Events Manager, Registrations Manager, Industry Communications 

Coordinator, Industry Events Coordinators, Videotheque Manager, Industry Venue 

Manager and Press & Industry Screenings Team Coordinator.  The team also 

includes two Registrations Interns, an Industry Events Intern and a range of 

volunteer positions during the Festival. 

 

Principal duties and responsibilities 

1. Work with the Head of Industry & Talent Development on developing and 

delivering campaigns for all Industry activities. This will include, but is not 

limited to, social media, print production, advertising, promotion and e-

communications. 

2. Conceive, plan and implement digital strategies for EIFF’s Industry programme. 

3. Update and maintain Industry and Talent Development pages on the EIFF 

Industry and Press webpages. 

4. Produce and coordinate content activity across EIFF’s Industry social media 

channels. 



5. Liaise with the EIFF Marketing team to ensure content is correct and consistent 

across departments.     

6. Plan and deliver daily e-newsletters to accredited Industry and filmmaker 

guests during the Festival dates. 

7. Lead on the collation of copy and logos for and proofreading of EIFF Industry & 

Press guide and other materials as required. 

8. Liaise with EIFF Publications Designer on the creative elements of the EIFF 

Industry & Press guide. 

9. Creation of Industry events booklets as required (e.g Works in Progress) 

10. Liaise with the Development team to ensure sponsorship and funding 

requirements are fully met on all relevant Industry communication materials. 

11. Compilation of Industry information documents to be made available on the 

Industry pages of the EIFF website. 

12. Produce statistical analysis and reports for the Head of Industry & Talent 

Development on a regular basis to review effectiveness of activity 

13. Assist with Industry hospitality & networking as required. 

14. Ensure any payments/invoices have all been coded correctly and passed on to 

the Finance Team. 

15. Organise and file all relevant correspondence and records so these can easily 

be accessed the following year. 

16. Be aware of the health and safety of guests and their activities.  

17. Write a final report for this post, as advised by the Head of Industry & Talent 

Development. 

 

General responsibilities 

1. Communicate effectively with colleagues and teams across the Festival to share 

information, achieve deadlines and promote a positive working environment. 

2. Attend meetings and provide progress and financial reports as required. 

3. Always act in accordance with EIFF policies and procedures, as outlined in the 

induction manual and by your manager. 

4. It is the responsibility of all staff to minimise the CMI’s environmental impact 

wherever possible and adhere to the company’s Environmental Policy.  This will 

include: 

 recycling; 

 switching off lights, computers, monitors and equipment when not in use; 

 helping to reduce paper waste by minimising printing/copying and reducing 

water usage; 

 reporting faults and heating/cooling concerns promptly; 

 minimising carbon footprint when travelling.  

5. Where the role includes the ordering and use of supplies or equipment the post 

holder will consider the environmental impact of purchases. 

6. Complete a staff report, as advised by the Recruitment Manager. 

7. Contribute to the successful delivery of EIFF. 

 

Additional information 

 The role is based at the CMI’s offices at Filmhouse on Lothian Road in 

Edinburgh. 



 The appointment requires flexibility over hours of work to ensure events are 

effectively delivered. Normal working hours are 9am to 5.30pm Monday to 

Friday but weekend and evening work may be required for which no additional 

remuneration is payable.  

 The Industry Communications Coordinator remains on duty throughout the 

events on which they are working. 

 

Person specification 

Candidates need to have a proven track record in digital content provision. You 

should be an efficient administrator, highly organised and confident in 

communication. You will be an excellent team worker but also able to work 

independently, identifying tasks to progress and prioritise. An interest in film and 

the arts in general is important while a meticulous approach to work and excellent 

attention to detail are essential. 

 

Essential (E) or desirable (D) requirements 

 

Experience  

Experience in a communications role E 

Experience of devising and implementing communications campaigns E 

Proven track-record of effective social media campaigns and content E 

Experience of working to deadlines in a high pressure environment E 

Writing events copy and coordinating production of print E 

Understanding of the latest digital engagement platforms and tools E 

Working independently on a project or task E 

Working in a film or event related environment D 

  

Knowledge  

Knowledge of new and existing digital platforms E 

Experience of working with website CMS D 

Communication in film or wider cultural sector D 

Standard digital software (Microsoft Office, databases etc.) and 

webware (social media platforms, web analytics, file upload sites 

etc.) 

D 

Use of graphic design software D 

  

Skills and abilities  

Excellent copy writing and proofing skills E 

Excellent organisational skills and attention to detail E 

Excellent IT skills, including email and databases E 

Excellent communication and customer care skills E 

Ability to prioritise a sizeable workload E 

Excellent English, written and verbal communication E 

Team working and ability to motivate others E 

Ability to cope well with stressful situations and difficult people E 

Ability to convey and inspire enthusiasm for EIFF and its activities E 

Ability to network effectively internally and externally E 

  



Personal attributes and attitudes  

Ideas/Creative person E 

Methodical and organised E 

Good interpersonal attributes E 

Ability to be flexible and respond to changing priorities E 

Functions well under pressure E 

Integrity E 

An affinity for the arts D 

 

Competencies 

Managing Work 

 Quickly determines tasks and resources 

 Schedules work 

 Develops time lines 

 Co-ordinates resources 

 Ensure effective completion of work through use of own and others time 

 

Change Management 

 Challenges assumptions 

 Recognises organisational opportunities 

 Thinks expansively 

 Encourages and rewards innovation 

 

Valuing Diversity 

 Actively values others contributions and treats people fairly 

 Creates an environment that appreciates diversity 

 Challenges unfair behaviours and practices both internal and external 

 

Decision Making 

 Makes effective decisions which balance the varying demands of interested 

bodies and cost management 

 Understands risk/opportunity balance 

 Develops and considers alternative solutions 

 

Teamwork 

 Actively collaborates through communicating fully and openly, while 

showing respect for others 

 Communicates fully and openly 

 Balances all needs 

 Facilitates goal accomplishment 

 Ensures necessary team support and infrastructure in place 
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