
Internship Description 

Edinburgh International Film Festival 2018 

 

TITLE:   PRESS & MARKETING ASSISTANT (Internship) 

 

Department:   Marketing/DDA 

Reports to:   Head of Marketing/ Head of Festival Press 

Status:   Work Experience Internship (paid) 

Duration:  9 weeks, up to 35 hours per week 

Flexible working can be considered 

Dates:    7th May to 6th July 2018 

 

EIFF Internships are intensive and bespoke training periods for individuals new to 

the sector, building skills and best practice across a range of key areas, with 

additional mentoring support and the ability to undertake shadowing work with 

other teams and departments based on pre-identified learning needs. Learning 

needs for all Interns are recorded throughout the duration of the internship and 

feedback is gathered at the end of the internships. 

 

The Press & Marketing Internship will be best suited to candidates pursuing a 

career in marketing and communications, particularly in a film related or arts 

environment.  

 

Overview of the role 

The Press and Marketing Assistant supports CMI’s year-round Marketing Department 

and EIFF external partners DDA, offering a varied experience across a range of 

press and marketing functions for the Film Festival.  Initially the position will 

concentrate on Film Festival related campaigns; helping the Marketing team to 

develop, deliver and analyse creative marketing campaigns. Immediately before 

and during the Festival, the position will support DDA to manage and update the 

press database and work on the ground at EIFF press events. 

 

The Marketing Department creates and produces all communications material for 

the Festival including the Festival programme and catalogue, all publicity material, 

advertising, the EIFF website and direct marketing. The team also works closely 

with a wide range of other Festival teams to drive ticket sales, dress the Festival 

sites and venues, maximise sponsor crediting and encourage as many people as 

possible to experience the Festival.  

 

Our external partners DDA manage the very busy Press Office during the Festival. 

Key responsibilities include: the daily issue of press bulletins outlining key activity 

for each day of the Festival; collating press cuttings; drafting and issuing press 

releases; responding to ad-hoc media enquiries; checking in screenings; 

coordinating talent interview schedules; media managing photo-calls and Festival 

red-carpets; liaison with distributors, agents and filmmakers.  

 



You will research film-related marketing opportunities, update databases, collate 

Box Office information, help with venue dressing, respond to customer enquiries 

and, with support, gain experience in image resizing, basic design and of managing 

competitions and promotions.   

 

You will assist in managing and updating the press database, generating and 

disseminating press releases and Festival communications, overseeing press 

cuttings, managing press materials and also work on the ground at EIFF's press 

events, red carpets and photo-calls throughout the duration of the Festival. You 

will also be required to liaise daily with UK and International press keeping them 

updated of the latest Festival activity. This will suit someone with career 

aspirations in marketing or communications. 

 

For EIFF, CMI’s year-round Head of Marketing, Marketing Officer and Marketing 

Coordinator are joined by a temporary Marketing Coordinator, Publications Editor, 

a Publications Designer and Artworker, a Digital Content Coordinator, a Picture 

Desk Editor, official Photographers, a Senior Display Coordinator and Display 

Coordinator, a Ticketing Coordinator, a Press and Marketing Assistant, the EIFF TV 

crew and a range of volunteer posts assisting with displays, promotion, tickets and 

photography. The intern will experience the team’s expansion in the run up to the 

Festival, gaining a valuable insight into the activities of all these specialist roles 

within marketing. 

 

The Press Team at DDA operate out of London in the run-up to the Festival and 

relocate to Edinburgh for its duration. Guided by the Head of Festival Press, the 

intern will be assigned ad-hoc administrative and research tasks in the run up to 

the Festival and will have the opportunity to experience all aspects of publicity 

activity undergone by the Press Team at the Festival itself. The role will offer 

insight into the workings of a busy Festival Press Office and the methods applied to 

give a festival significant visibility in a competitive media space. 

 

Principal duties and responsibilities 

1. Assist with developing, delivering and analysing marketing campaigns for a 

mixed portfolio of projects and audience development strategies. This will 

include, but is not limited to, social media, print production, advertising, 

direct mail, distribution, sales, promotion, e-marketing, new media sales 

monitoring and evaluation.   

2. Assist the Marketing Coordinator in executing all distribution campaigns, bulk 

and targeted distribution.    

3. Liaise with the Digital Content Coordinator to help ensure content is up to 

date, fresh and relevant at all times.     

4. Liaise with the Development team to help ensure sponsorship and funding 

requirements are met on all relevant marketing materials. 

5. Assist with scheduling, checking and delivering all EIFF artwork across multiple 

teams.   

6. Collate relevant information for the Display Team to support their delivery of 

time-sensitive marketing display material during the Festival.  



7. Assist with fulfilling marketing commitments to key EIFF external partners and 

suppliers.  

8. Managing and updating the press database  

9. Assisting the Press Team in generating and disseminating press releases and 

Festival communications 

10. Overseeing press cuttings and managing press materials 

11. Working on the ground at EIFF's press events, red carpets and photo-calls 

12. Liaise with UK and International press keeping them updated of the latest 

Festival activity 

13. Liaise with the Industry team to collect information about attendance at press 

events. 

 

General responsibilities 

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

information, achieve deadlines and promote a positive working environment. 

15. Attend meetings and provide progress reports as required. 

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

induction manual and by your manager. 

17. After internship has finished, provide feedback on the internship. 

18. Complete a Staff report form as requested by the Recruitment Manager.  

19. Contribute to the successful delivery of EIFF’s programme of screenings, events 

and projects. 

20. 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 

 

Additional information 

 All interns have a manager and mentor who will: clarify and agree on learning 

objectives and outcomes at the start of the internship; ensure the post holder 

has training and support during the role; and review progress throughout and 

upon completion of the internship.  

 Normal hours prior to the Festival are 9.30am to 5.30pm Monday to Friday. 

 Weekend and evening work may be required coming up to and over the Festival 

dates for which no additional remuneration is payable. 

 Flexible working arrangements will be considered to accommodate candidates 

with work, study or other commitments.  

 It may also be possible to organise this internship to suit the specific 

requirements of students who require a work placement as part of their course. 

 The full duration of the role is based at the CMI’s offices at Filmhouse on 

Lothian Road in Edinburgh. 



 The intern may be required to spend one day in London attending meetings 

with DDA in the run up to the Festival. This will be arranged by EIFF. 

 

Person specification 

You will have a good understanding of the marketing function, enjoy working as 

part of a team, be naturally good with people, and have the confidence (with 

training and support) to communicate directly with a wide range of EIFF’s valued 

customers and professional contacts. You’ll be a creative thinker and commercially 

aware, keen to learn and to contribute ideas. You must also be good at following 

instructions, methodical and tenacious. You will have good IT skills, be very 

organised, and work well as part of a busy team. It goes without saying an interest 

in film is important. 

 

Applicants do not need to have prior experience for EIFF Internship roles, however 

successful candidates will be looking for opportunities to develop new skills and 

gain experience with a view to pursuing a relevant career. This role will suit a 

person with the following abilities and qualities: 

 

1. Organised with excellent attention to detail  

2. Quick learner, who can follow instructions accurately 

3. Ability to carry out administrative duties and multitask 

4. Good IT skills 

5. Ability to work to deadlines 

6. Ability to be flexible and respond to changing priorities 

7. Positive attitude and team player  

8. Ability to communicate clearly and act professionally 

9. Ability to provide excellent customer care 

10. Excellent written and spoken English   

11. Proactive in identifying tasks to progress and prioritise 

12. Ability to carry out research 

13. Ability to convey and inspire enthusiasm for films and EIFF 

14. Confidence on the phone and in communicating with press 
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