
JOB DESCRIPTION 

Edinburgh International Film Festival 2018 

 

TITLE:   PUBLICATIONS EDITOR 

 

Department:   Marketing 

Reports to:   Head of Marketing 

Status:   Full-time, fixed term contract 

Dates:    Monday 12 March to Monday 4 June 2018 

   (6 weeks part time and 6 weeks full time) 

Duration:   12.2 weeks 

 

Purpose of the role 

To ensure that all festival, and more importantly film-related content is sourced 

from filmmakers and distributors ready for the variety of Marketing requirements, 

these include specifications, images and video trailers (and film promotional 

material). This role is key to the production of the essential Festival 

communications material, the brochure, the website and the catalogue. The 

Publications Editor also ensures that all copy for EIFF catalogue, brochure and 

website meets high standards of readability, clarity and consistency of usage and is 

ready to go to print by EIFF deadlines. 

 

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 encourage 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. 

 

EIFF Brochure & Catalogue 

EIFF produces two main printed publications. The EIFF Brochure is aimed at EIFF’s 

public cinema-goers and includes information on all films and events and other 

useful information for customers. The EIFF Catalogue is an important annual film 

publication, targeted primarily at EIFF delegates (filmmakers, industry 

professionals and press) but is also given out to existing and potential future 

funders and partners. 

 



The catalogue includes far more detailed information on all feature films, short 

films and special events, plus introductions, supporter credits, advertising, index 

and thank you pages. The 2017 catalogue included over 160 films and events and 

ran to 154 pages.  

 

Principal duties and responsibilities 

1. Source all the necessary film information to be listed in the brochure, website 

and catalogue from relevant filmmakers and film distributors. 

2. Source clips for the Festival preview reel and liaise with the preview reel 

Editor. 

3. To collate the film information and input all collated information into the 

Festival database ready to be exported at the final stages of the production of 

the brochure, website and catalogue. 

4. Distribute certain information and content to external parties as necessary to 

support the marketing of the film programme. 

5. Liaise with other EIFF departments when required. 

6. Coordinate the supply of the Programmers’ copy for editing as well as the 

receipt of the revised copy for inputting into the main EIFF database in advance 

of exports. 

7. Report to the Head of Marketing on secured content and advise on issues with 

completing the full line up of required film content. 

8. Advise on the establishment of house style rules and ensure that all who work 

on publication adhere to house style. 

9. If necessary, commission additional copy as agreed with the Artistic Director. 

10. Edit catalogue copy provided by programmers. 

11. Check film credits.  

12. Check screening times of films with Programme Planning team. 

13. Liaise with Head of Marketing on pagination and the ad sales process. 

14. Remaining flexible and respond to changing list of priorities as requested by the 

Head of Marketing. 

15. Manage and coordinate the proofing process. Additional proofreaders are 

available, including the Programme Planning team and the Marketing team. 

 

General responsibilities 

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

information, achieve deadlines and promote a positive working environment. 

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

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

induction manual and by your manager. 

19. 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. 

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

holder will consider the environmental impact of purchases. 

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

Recruitment Manager.  

22. Contribute to the successful delivery of EIFF. 

 

Additional information 

 

 Associated tasks undertaken by other staff: 

- Initial planning: pagination, schedule etc. and initial liaison between 

researcher, writers, designers and printers (Head of Marketing)  

- typesetting, art work, project management (Publications Artworker) 

 2018 timetable (Flexibility required)  

Friday 13 April - Programme Lockoff  

Friday 13 April – Brochure images and copy deadline 

Friday 11 May – Catalogue images and copy deadline 

Monday 7 May – Brochure to print 

Monday 4 June - Catalogue to print 

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

Edinburgh. 

 The appointment requires flexibility over hours of work to ensure deadlines are 

met. Normal working hours are 9am to 5.30pm Monday to Friday but weekend 

and evening may be required, for which no additional remuneration is payable.  

 

Person specification 

The Publications Editor must have significant experience of writing, editing and 

proofing for a publication of this calibre. Candidates must have a meticulous 

attention to detail and strong writing skills. This role also requires an ability to be 

ruthlessly organised and manage a lot of data simultaneously. 

 

Essential (E) or desirable (D) requirements 

 

Experience 

Editing publications        E 

Production of publications       E 

Accurate proof reading       E 

Managing large quantities of content and information   E 

Production of publications       E 

Accurate collation and filing of content and information   E 

Successfully working to deadlines      E 

Managing a project or activity      E 

Liaising with a wide variety of external stakeholders   E 

Coordinating a team of writers      D 

Informed writing about film       D 

Research         D 

Working in a film or event related environment    D 



 

Knowledge 

Proofing techniques (best practice, standard symbol use etc.)  E 

Film knowledge        D 

Film crediting and film formats      D 

Knowledge of Filemaker Pro       D 

 

Skills and abilities 

Excellent project management skills      E 

Excellent organisational skills and meticulous attention to detail  E 

Excellent writing skills       E 

Precise, accurate and consistent editing skills    E 

Completing tasks and meeting deadlines     E 

Can successfully manage a large workload     E 

Excellent IT skills, including email and databases    E 

Excellent communication skills      E 

Team working and ability to motivate others    E 

Native speaker or equivalent standard of English language skills  E 

Other languages        D 

 

Personal attributes and attitudes 

Stickler for detail        E 

Real awareness of workloads and deadlines     E 

Confident in communicating with and chasing colleagues   E  

Creator of systems and procedures      E  

Ability to be flexible and respond to changing priorities    E 

Functions well under pressure      E 

Self-reliant         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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