
Job Description 

Edinburgh International Film Festival 2018 

 

TITLE:   YOUTH EVENTS ASSISTANT (INTERNSHIP) 

 

Team:    Learning 

Reports to:   The Young & the Wild Coordinator 

Status:   Work experience internship (paid) 

Dates:    Tuesday 10 April to Monday 2 July 2018 

Duration: 12 weeks, part-time (up to 21h/week) 09 Apr – 06 May  

Full-time (up to 35 hours/week) 07 May - 02 July.  

Flexible working can be considered. 

 

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 Youth Events Internship will give you a head start on building your knowledge 

of coordinating events focused on the film industry and media education. It may be 

of particular interest if you’re considering a career in project coordination, 

education or production. 

 

 

Background 

Edinburgh International Film Festival has secured funding from Event Scotland for 

activity during Year of Young People. This funding will allow the Festival to 

consolidate and develop the opportunities provided for young audiences at EIFF 

through an expanded youth strand, The Young & the Wild. We are now looking for 

an enthusiastic individual to help deliver on the ambitious plans to make The Young 

& the Wild an essential film event for young people in Edinburgh and across 

Scotland. 

 

Overview of the department and role 

CMI Education and Learning offers a range of screenings, workshops and events for 

all ages, year-round at Filmhouse and during the Edinburgh International Festival.  

Based in the Learning Team, the Youth Events Assistant supports the Young & the 

Wild Coordinator and the year-round team in all aspects of preparing for, 

promoting and delivering EIFF’s Education and Learning Programme with a focus on 

the expanded youth strand The Young & the Wild. 

 

The Young & the Wild strand will offer special screenings, a Scotland-wide 

filmmaking competition, In Person events with world-class filmmakers as well as six 

days of filmmaking workshops, masterclasses and careers advice sessions for 15-25 

year-olds.The EIFF Schools Programme includes screenings and events for Primary 



and Secondary schools, supporting a variety of curriculum areas. Filmhouse offers a 

regular programme of events for schools year round, and in addition over 1000 

pupils attend screenings during the Festival fortnight. 

 

The post holder will work closely with the Young Programmers and The Young & 

the Wild Youth Advisory Group, facilitating their involvement in EIFF and providing 

administrative support of their activities. Young Programmers are a group of 16-19 

year olds who are enthusiastic about film and who are considering pursuing a 

career within the film industry. Participants curate youth titles for the festival, 

host events and are provided with access to the exclusive industry side of EIFF 

during the Festival. 

The Youth Advisory Group are 19-25 year-olds who are already working towards a 

career in the film industry. Participants curate a short film competition and co-

host events during EIFF. 

 

In the run up to EIFF the internship offers an opportunity to work in a busy, 

dynamic, creative organisation. Working within all areas of the Education 

Programme, the post holder will have the opportunity to gain experience in the 

following key areas: 

 Office Administration 

 Project and Time Management 

 Project Planning  

 Events logistics and delivery 

 Event promotion, branding display and PR 

 Spreadsheet and database administration 

 Working with young people and teachers 

 Team working and interpersonal skills 

 Leadership and communication skills 

 

During the Festival itself, when off-duty, the post holder 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. To work as part of the Learning Team, assisting with the smooth running and 

effective delivery of planned events so as the event objectives and the 

expectations of all guests and colleagues are met.  

2. With training and support, the role can involve promoting activities, research, 

communicating with partners, chasing and checking information, assisting with 

enquiries from other Festival Teams and external contacts. 

3. With training and support, carry out administration and help create a 

programme of events for The Young & the Wild HQ. 

4. Assist with the administration of EIFF Young Programmers & The Youth Advisory 

Group. 

5. Support the process of arranging speakers and guests for events. 

6. During the Festival, attending events and providing event assistance - 

welcoming audiences, participants and guest speakers, helping ensure events 



run to schedule. Occasionally deputise for The Young & the Wild Coordinator 

and supervise events independently. 

7. Assist the Young & the Wild Coordinator with the supervision and support of 

Education volunteers.  

8. With training and support, maintain and update contacts and events on the 

Filemaker database.  

9. Arrange and attend a range of internal and external meetings, including site 

visits, planning meetings and others as required. Sometimes scheduling and 

taking minutes at these meetings. 

 

General responsibilities 

1. Communicate regularly with your line 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 line manager and colleagues across EIFF to share 

information, achieve deadlines and promote a positive working environment. 

4. Attend meetings and provide progress reports as required. 

5. Act as a point of contact for the Learning Team and handle external enquiries 

as appropriate. 

6. At the end of contract, complete a staff report as requested by the Recruitment 

Manager.  
7. After internship has finished, provide feedback on the internship. 

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

induction manual and by your manager. 

9. 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 placement; ensure the postholder 

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

and upon completion of the placement. 

 Normal hours prior to the Festival are 10am to 6pm Monday to Friday, however, 

flexible working arrangements will be considered to accommodate candidates 

with work, study or other commitments. 

 It may also be possible to organise this placement to suit students who require 

a work placement as part of their course. 

 During the Festival this role will involve unsocial hours which will vary, to suit 

events being delivered by the team. Weekend and evening work may be 



required coming up to and over the Festival dates for which no additional 

remuneration is payable. 

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

Edinburgh. 

 

Person specification 

 

The role will appeal to someone who takes pride in their organisational, 

presentation and communication skills, who is creative but can also think 

practically, who has an interest in youth development and the film industry. It is 

essential that you enjoy being part of a tight knit team and enjoy supporting a 

manager. 

 

Applicants do not need to have prior experience for the 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. Interest in working with young people in a youth arts or equivalent 

environment. 

4. Ability to carry out administrative duties and multitask. 

5. Interest in developing their use of social media in a professional capacity. 

6. Ability to communicate clearly and act professionally. 

7. Ability to provide excellent customer care. 

8. Possesses the confidence, with training, to communicate with EIFF contacts 

and suppliers including venue staff, caterers and entertainment agencies.  

9. Ability to understand the practical considerations of event planning and 

delivery. 

10. Proactive in identifying tasks to progress and prioritise. 

11. Works effectively as part of a team. 

12. Excellent written and spoken English. 

13. Ability to be flexible and respond to changing priorities.  

14. Functions well under pressure.  

15. Positivity and enthusiasm.  
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