
Job Description 

Edinburgh International Film Festival 2018 

 

TITLE:   DISPLAY COORDINATOR 

 

Department:   Marketing 

Reports to:   Senior Display Coordinator 

Direct Reports:  Shared supervision (with Senior Display Coordinator) of 

team of volunteers 

Status:   Full time, fixed term contract. 

Dates:    Monday 11 June to Wednesday 4 July 2018 

Duration:   3.7 weeks 

 

 

Purpose of the role 

As part of the Display Team, the Display Coordinator supports the Senior Display 

Coordinator to ensure promotional material for the films in the EIFF programme 

and sponsors, are displayed around EIFF venues to support EIFF marketing activity. 

The Display Coordinator also supports other EIFF departments in the transport of 

Festival material in around the multiple venues as and when necessary.  

 

EIFF Marketing Department 

The Marketing Department creates and produces all communications material for 

the Festival including the Festival brochure and catalogue, all publicity collateral, 

advertising, the EIFF website and venue signage.  

  

The department 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 help as many people as possible to experience the Festival. 

  

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

Marketing Coordinator are joined by a Marketing Assistant, Publications 

Editor, Publications Designer and Artworker, Digital Content Coordinator, 

Picture Desk Editor, Photographers, Ticketing Coordinator, Senior Display 

Coordinator, Display Coordinator and the EIFF TV crew. The team also 

includes a Press and Marketing Internship and a range of volunteer posts 

assisting with displays, promotion, tickets and photography. 

 

Principal duties and responsibilities 

1. Distribute the Festival Brochure and miscellaneous print to various outlets 

outwith EIFF’s commissioned distribution resources. 

2. Assist the Senior Display Coordinator to install in-house signage. 

3. Support the Senior Display Coordinator to ensure that all public display 

space is used to the full potential and that the displays carry appropriate 

and current information in a well-designed format. 

4. Provide transport for materials and support the volunteers dressing EIFF sites in 

advance of, during, and post Festival. 



5. Maintain maximum mobility of the Display Team, ensuring it can be 

proactive and responsive to the demanding display requirements during the 

Festival. 

6. Provide a transport resource for other EIFF teams as and when necessary to 

ensure the smooth running and effective delivery of the Festival. 

7. Oversee the installation of the Red Carpet on a nightly basis during the film 

festival as directed by the Senior Display Coordinator. 

8. Assist with the clear up of all publicity materials and spaces at the end of the 
festival.   
 

 

General responsibilities 

9. Communicate effectively with colleagues and departments across the Festival 

to share information, achieve deadlines and promote a positive working 

environment. 

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

11. Participate in the selection, induction and appraisal of people you manage. 

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

induction manual and by your manager. 

13. 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. 

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

holder will consider the environmental impact of purchases. 

15. Complete staff and manager report form, provided by the Recruitment 

Manager. 

16. 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, however the post holder is expected to spend a significant portion 

of their time on location around Edinburgh, distributing and setting up 

marketing materials.  

 The appointment requires flexibility over hours of work to ensure Festival 

events are effectively supported, volunteers are supervised and deadlines are 

met. The contract is based on a 37.5 hour week however you will be required 

to work such additional hours as are reasonably necessary for the proper 

performance of your duties for which no additional remuneration is payable.  

 

 

Person specification 



A positive, responsive, can-do individual is needed to be part of this dynamic team. 

Excellent organisational and interpersonal skills are required in this role. A clean 

driving licence is essential and candidates must usually be over 25 years for 

insurance purposes. 

 

Essential (E) or desirable (D) requirements 

 

Experience 

Experience of administrative work      E 

Customer Service with professional stakeholders    E 

Creating and maintaining high standards of visual presentation  E 

A current, clean driving licence      E  

Experience of a driving or vehicular delivery-based role   D 

Managing people        D 

Successfully working to deadlines      D 

 

 

Knowledge 

Knowledge of administrative software e.g. Excel    E 

Knowledge of Edinburgh and its road layout     E 

 

Skills and abilities 

Excellent organisational skills and attention to detail   E 

Excellent communication and customer care skills    E 

Safe driving skills        E 

Excellent problem-solving skills      E 

Team working and ability to motivate others    E 

Excellent written and spoken English     E 

 

Personal attributes and attitudes 

An efficient and organised mindset      E 

For insurance purposes you must be over 25 years of age   E 

Ability to be flexible and respond to changing priorities    E 

Endurance for Festival schedule/stays until the job is done  E 

Functions well under pressure      E 

 

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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