
Internship Description 
Edinburgh International Film Festival 2018 
 

POST TITLE:  REGISTRATIONS ASSISTANT (INTERNSHIP) 
 

Team:   Industry 

Reports to:  Registrations Manager 

Status:   Work Experience Internship (paid) 

Duration:                  7.2 weeks, part-time (up to 21h/week) 14 May - 10 June.  

Full-time (up to 35 hours/week) 11 June - 02 July.  

Flexible working can be considered. 

Number of Positions: 2 

Dates:    14 May to 02 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 Registrations Internship will give you a head start on building your knowledge 

of who’s who in the UK film press and the Industry. It may be of particular interest 

if you’re considering a career within a film company or in film festival 

administration, or if you are interested in a future career with the press or PR 

sector.  

 

Overview of role 

In addition to our public programme of films and events, the Festival’s Industry 

team oversee a programme of events, screenings, networking opportunities and a 

Videotheque service for hundreds of film industry delegates and press members who 

attend EIFF from all over the world. Passholders are provided with a number of 

services including a designated Industry centre, online viewing facility, and access 

to online and printed information on all Festival attendees and activity. 

 

Registration Assistants support the processing of all press and industry attendees 

and guests who will be attending the Festival. Working in a small team, you will 

help to register attendees on our Festival database system via their online 

applications and via colleagues. During the Festival you will be part of the front line 

who greet all pass holders on arrival at the Festival. You will be an information 

point for all kinds of queries and a friendly face for the new arrivals.  

 

During the Festival itself (June 20 – July 01), when you are not on duty, you will 

have opportunities to see films and attend events, and have access to EIFF's 

Industry Centre and Industry Events programme. 

 

 



Principal duties and responsibilities 

1. Process online Industry registration forms. 

2. Process online Press accreditation enquiries, liaising with EIFF’s press 

agency. 

3. Carry out research to check that Press accreditation enquiries are genuine. 

4. Accurately log registrations on the EIFF Festival Management Platform 

database (FMP). 

5. Assist with proof reading of information from all registered passholders. 

6. Contribute to researching discounts for passholders. 

7. Be part of the front line Registrations Desk team during the Festival. 

8. Support the Registrations Manager with the training of Registrations 

volunteers 

9. Provide accurate information to enquiries when known or direct queries to a 

supervisor. 

 

General responsibilities 

1. Communicate regularly with the Registrations Manager about your progress 

and any queries you need guidance on. 

2. Work with your mentor to agree and monitor your learning objectives. 

3. Communicate effectively with colleagues and teams across the Festival to 

share information, achieve deadlines and promote a positive working 

environment. 

4. Attend meetings and provide progress reports as required. 

5. Complete an intern report form as requested by the Recruitment Manager. 

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

7. Act in accordance with EIFF policies and procedures, as outlined in the 

induction manual and by your manager. 

8. 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 will 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. 

 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. 



 CMI is committed to support environmental sustainability and requires that all 

employees adhere to the company’s Environmental Policy in all their work 

related activities. 

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

Edinburgh. 

 

Person specification 

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 good attention to detail  

2. Ability to work to deadlines  

3. Ability to be flexible and respond to changing priorities   

4. Positive attitude and team player  

5. A good communicator  

6. Ability to provide good customer care  

7. Excellent written and spoken English   

8. Knowledge of other languages  

9. Ability to carry out basic research  
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