
Job Description 

Edinburgh International Film Festival 2018 

 

TITLE:   HOSPITALITY COORDINATOR 

 

Department:   Guest Services 

Reports to:   Projects Manager 

Direct reports: Hospitality Volunteers (x3) 

Status:   Full time, fixed term contract 

No. of posts:  1 

Dates:    Monday 4 June to Monday 2 July 2018 

Duration:   4.2 weeks 

 

 

Purpose of the role 

The Hospitality Coordinator is responsible for arranging a broad range of 

receptions, parties and dinners across the Festival, ensuring that guests are able to 

make the most of their time in Edinburgh. This involves negotiating with internal 

and external stakeholders to organise and coordinate these events, negotiating 

hospitality requirements, organising dinners, parties, drinks receptions and 

sightseeing activities around the Edinburgh area, as well as managing guest lists 

and invitations/RSVPs. Responsibilities will also include managing and scheduling 

grooming for VIP guests, preparing and disseminating the schedule of hospitality 

events and managing information through the Festival’s database, as well as other 

event preparation requirements, introducing guests to relevant people and making 

sure they feel acknowledged and welcomed. 

 

EIFF Guest Services Team 

Guest Services is a close-knit team, working in regular collaboration with each 

other. They are responsible for all arrangements supporting the Festival’s many 

visiting filmmaker, industry and press guests. The team works hard to ensure that 

all guests of the Festival are well looked after over the course of their visit and are 

able to maximise all networking opportunities and make the most of their stay in 

Edinburgh. Led by the Guest Services Manager, the team includes three Guest 

Services Coordinators, the Senior Guest Drivers Coordinator, Guest Drivers 

Coordinator and the Guest Drivers. There are also two Guest Services Interns and a 

number of volunteer positions within this team. Additionally, four Jury 

Coordinators, a Hospitality Coordinator and further volunteers work within Guest 

Services, led by the Projects Manager. 

 

Working to the highest level of film industry standards, responsibilities include 

booking travel and accommodation, planning hospitality and networking 

arrangements, and liaising closely with filmmakers, talent agents, publicists, sales 

agents, distributors and other film industry professionals. The department works 

closely with and informs other key areas of the Festival including Programming, 

Development, Industry, Education, Press and Finance while also managing 

relationships with external partners and other stakeholders. 



 

Records and systems are kept fully up to date in a fast-changing environment and 

all relevant departments are kept abreast of changes, while budgets are constantly 

monitored to achieve the highest levels of financial control.  

 

Principal duties and responsibilities 

1. Plan events in advance of the Festival.  

2. Negotiate with distributors and filmmakers about their hospitality 

requirements. 

3. Work within EIFF’s purchasing systems to make sure all financial records are 

accurate and up-to-date, adhering to all EIFF methods of financial control and 

accountability. 

4. Overall management of the regular filmmaker buffets, and certain EIFF 

functions such as the Edinburgh Castle Reception.  This includes managing 

invitations, RSVPs and guest lists, liaising with the Events Manager and Guest 

List Coordinator when required, as well as close communication with the rest of 

the Guest Services Team. 

5. Draw up guest lists of filmmaker guests, industry guests, key press, VIPs and 

Board Members with advice from Projects Manager, Artistic Director, and 

Deputy Artistic Director (using the Filemaker Pro database). 

6. Managing arrangements for various tours and tourist activities facilitated by the 

Festival for their guests – including invitations etc. 

7. Distribute the invites and follow them up to ensure the guests have received 

them and solicit RSVPs. Track distributed invitations. 

8. Liaise and negotiate with external partners to ensure that EIFF guests are 

included in their hospitality arrangements. 

9. Liaise with EIFF Press, Industry and Development teams about their chosen 

guests’ attendance at social events e.g. time/venue details. 

10. Liaise with the Development department on any sponsored or externally 

supported activity. 

11. Liaise with in-kind sponsors and partners, maximising value for contra deals for 

hospitality events. 

12. Maintain functional relationships with the Guest Services Manager, Senior Guest 

Drivers Coordinator and Coordinator, the , the Guest Services Coordinators, the 

Programme team and any appointed Guest Angels. 

13. Consult with the Projects Manager, Guest Services Manager, and Guest Services 

Coordinators about the filmmaker guests, their dates at the Festival and their 

contact details. 

14. Event planning and management, including setting dates and booking venues, 

working within budget parameters. 

15. There will be lots of evening and into the night working. Be prepared to be on 

duty for long hours – anti-social hours are an essential component of the role.  

16. Remain welcoming, know who is coming, make introductions, (and think about 

relevant introductions, networking opportunities), be super-friendly and 

gracious whilst professional at all times.  

17. Familiarisation with the guests attending, learning as much about them and 

their work as possible. 



18. Supervise, train and manage three Hospitality Volunteers and possible 

additional staff required at Hospitality events. 

19. Plan staff resource requirements for evenings where there may be several 

events happening at once. 

20. Brief EIFF staff who are required to attend, making them aware of their 

obligations and who’s who at the event so they are well prepared. 

21. Book ad-hoc restaurants, as required. 

22. Manage the budgets for each social event. 

23. Ensure EIFF Festival Management Platform (FMP) is accurately and promptly 

completed in order that the database can be relied upon by other departments 

at all times. 

24. Represent the department at the EIFF morning meeting (during EIFF), making 

sure that all relevant and accurate paperwork is provided. 

25. After the Festival ends, and as advised by the Projects Manager, produce 

detailed reports including financial records of guest activity. 

 

General responsibilities 

26. Communicate effectively with colleagues and departments across the Festival 

to share information, achieve deadlines and promote a positive working 

environment. 

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

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

as required. 

29. Work with the Office Administrator and IT consultants to set-up workstations 

for people you manage, as required.  

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

induction manual and by your manager. 

31. 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. 

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

holder will consider the environmental impact of purchases. 

33. On completion of your role, complete a staff report form as requested the 

Recruitment Coordinator. 

34. 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. 

 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 for which no additional remuneration is payable.  



 

PERSON SPECIFICATION 

An experienced professional who is a people person, outgoing and relaxed in social 

situations and happy to have responsibility for introducing people to each other. 

Uses diplomacy and tact to manage difficult interactions and is comfortable in 

varied situations. An organiser with a hands-on approach with meticulous attention 

to detail, sees things through, works well in a team, and loves live event 

management. The ability to efficiently manage large quantities of data, which is 

frequently subject to change, is essential. Previous film industry experience and a 

good understanding of the industry and the varied people that are involved would 

be an advantage in this role.  Successful candidates will remain calm under 

pressure, have excellent customer service and communication skills. A willingness 

to work long and often unsociable hours in line with the requirements of the role is 

essential. 

 

Essential (E) or desirable (D) requirements 

 

Experience 

Previous experience in high-level corporate entertainment  E 

Film industry, film festival or event management experience  E 

Proven track-record of administrative work in a pressured environment E 

Successfully working to deadlines      E 

Excellent IT skills, including email and databases    E 

Managing relationships with guests, clients and stakeholders  E 

Customer service        E 

Managing a budget         E 

Managing a project or activity      E  

Public Relations         D 

Talent handling        D 

Managing people        D 

Mentoring people        D 

 

Knowledge 

Knowledge of film industry infrastructure     E 

Knowledge of local venues and restaurants      E 
Knowledge of Filemaker Pro       D 

 

Skills and abilities 

Excellent organisational skills and attention to detail   E 

Excellent communication, customer care and hosting skills  E 

Team working and ability to motivate others    E 

Excellent English, written and verbal communication   E 

Other languages        D 

 

Personal attributes and attitudes 

Administrative type with organised mind     E 

Detail oriented        E 



Hands-on approach        E 

Ability to be flexible and respond to changing priorities    E 

Have presence and authority, but take direction    E 
Interest in films and film industry      E 

Able to remain calm and unflappable, under considerable pressure E 

Positive attitude, friendly, outgoing      E 

Integrity         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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