
Job Description 

Edinburgh International Film Festival 2018 

 

POST TITLE:   EVENTS COORDINATOR 

 

Team:    Programming 

Reports to:   Events Manager 

Direct reports: n/a (Supervising Event Volunteers at events as required.)  
Status:   Part time (3 days per week), fixed term contract 
   (Freelance contract may be considered.) 
Number of posts: 1 

Dates:  Monday 23rd April to Tuesday 3rd July 2018  

Duration:  10.4 weeks 

 

 

Purpose of the role 

The Events Coordinator supports the Events Manager to organise and deliver Film 

Festival functions including the Opening Night Party, the EIFF Industry Ceilidh and 

the Closing Night Party, as well as other special events as required.  

 

Principal duties and responsibilities 

1. Support the Events Manager on event logistics and delivery. 

2. As delegated by the Events Manager, manage projects.  

3. Effectively communicate and build relationships with external audiences from 

a range of industries and sectors. 

4. Promote the events, branding display and PR, liaising closely with the wider 

Development team and the Marketing team. 

5. Events team administration, diary management and minute-taking at 

meetings.  

6. Administration of the Events team’s spreadsheets and the database. 

7. Working with the Events Manager, helping ensure the smooth running and 

effective delivery of planned functions and special events so as the objectives 

and the expectations of all guests and colleagues are met.  

8. When volunteer assistance is required, oversee and brief the team while they 

are assisting with a function. 

9. Assist in researching and communicating with suppliers, chasing and checking 

information. 

10. Deal with enquiries from other Festival teams and external contacts. 

11. During the Festival, attending events in a working capacity to provide 

assistance as required. 

12. Assist in liaising with the Guest List team regarding any special arrangements 

for guests. 

13. Maintain and update team records and relevant sections of the database so that 

events are accurately recorded and supported. 

14. Maintain the office diary for the Events Team to support the delivery of the 

activities of the team, help ensure all meetings are appropriately attended, 

that the whereabouts of key individuals are known and to ensure that 

individuals can be reached at all times. 



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

visits, planning meetings and others as required by the Events Manager in order 

to support the delivery of team activities. Typical tasks would include room 

booking, minute taking, producing meeting papers and taking forward actions 

as appropriate. 

 

General responsibilities 

16. Communicate regularly and effectively with your manager. 

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

information, achieve deadlines and promote a positive working environment. 

18. Work effectively in a high-pressured environment as an engaged and supportive 

member of the team. 

19. Attend meetings, take meeting notes and provide progress reports as required. 

20. Act as a point of contact for the Events team and handle external enquiries as 

appropriate. 

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

induction manual and by your manager. 

22. 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.   

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

holder will consider the environmental impact of purchases. 

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

Recruitment Manager. 

25. 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. 

 EIFF is able to consider a freelance contract for this role. 

 The appointment requires flexibility over hours of work. Normal working hours 

are 9am to 5.30pm Monday to Friday, but weekend and evening work will be 

required over festival dates for which no additional remuneration is payable.  

 The Events Coordinator remains on duty throughout the functions for which the 

Events team is responsible. These can finish in the early hours of the morning, 

and the post-holder will assist the Events Manager in ensuring any 

security/clear-out are appropriately supervised. 

 

Person specification 

This role requires experience in working on events, and preferably with high profile 

guests and VIPs. You’ll be self-motivated and highly organised with great attention 

to detail. Ideally you will have experience in negotiating and knowledge of 



Edinburgh venues. Importantly you will understand the purpose of EIFF functions 

for the Festival and its stakeholders, have very high standards for guest 

experience, and you’ll have the energy to assist in delivering at least three major 

functions over a short period. 

 

Essential (E) or desirable (D) requirements 

 

Experience  

Project administration skills E 

Excellent IT skills, including email and databases 

Successfully working to deadlines      

E 

E 

Briefing and negotiating with external suppliers e.g. venues, caterers 

and entertainment agencies 

Managing a project or activity      

D  

 

D 

Budgeting, invoicing and purchase orders D 

  

Knowledge  

Knowledge of wider communications/marketing/PR/sponsorship D 

Interest in the film industry D 

  

Skills and abilities  

Excellent organisational skills and attention to detail E 

Excellent communication and customer care skills E 

Team working and ability to motivate others E 

Excellent English language, both verbal and written.  E 

 

Personal attributes and attitudes  

Ability to be flexible and respond to changing priorities E 

Functions well under pressure E 

Detail-oriented 

Integrity 

 

E 

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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