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The Festival 
The Edinburgh International Festival is an unparalleled celebration of the performing arts and an annual meeting point for peoples of all nations. 
Our vision is simple: to provide the deepest experience of the highest quality art for the broadest possible audience. 
Our mission: We exist to promote the exchange of ideas and deepen understanding between cultures through a global celebration of exceptional performing arts.
Our Organisational Values
Enriching: We want each person to find fulfilment and satisfaction in their work and workplace. We demonstrate flexibility, express gratitude, foster a culture of learning, and rely on teamwork. 
Professional: We strive for excellence, not perfection. We act with integrity and accountability and expect the same from those with whom we work. 
Inclusive: We welcome different perspectives and encourage healthy debate and discussion. We acknowledge that we might not always agree and are a stronger organisation because of our differences.
Curious: We are innovative and creative. We encourage evolution, embed a growth mindset, embrace experimentation, and learn from the world around us 

Job Title: Communications and Digital Assistant 
Reports to: Media Manager
Team:	Audiences Team
About the Role
The Communications and Digital Assistant support the Communications and Digital team in the promotion of the Edinburgh International Festival brand and programme across press communications, digital channels, content and social media. 



Job Responsibilities and Deliverables 
· Support the Digital Officers in updating, editing, and publishing web and blog content 
· Help with photo and video file management by maintaining the Festival’s archive. Coordinating requests and disseminating assets, adhering to the Festival’s copyright and confidentiality policies 
· Contribute to the Festival’s social media channels by creating, scheduling and publishing content, and responding quickly to questions and comments 
· Work with the Digital team in liaising with social media influencers and creators 
· Follow editorial/house style guidelines and approval processes established by the Audiences team to ensure all content is appropriate in representing the Festival brand and that relevant stakeholders are kept up to date 
· Assist in the coordination and administration of photography and filming schedules in conjunction with the Digital and Media teams  
· Collate and communicate digital and communications output to wider Festival team 
· Brainstorm and generate content ideas with Audiences team 
· Work closely with the Media Manager on the organisation of press hospitality events
Skills Specification
Required of all Employees  
· High standard of written and verbal communication, with demonstrable ability to communicate effectively and professionally, in both written and verbal format
· Proven analytical skills; able to maintain and add to accurate budget records, and (where a role requires) managing team budget 
· Manage workload and deadlines, in a way that prioritises successful delivery of individual and team objectives/projects (Time management and organisation)
· Effective interpersonal and collaboration ability; able to build rapport and work in a team with colleagues and across the organisation (Interpersonal and collaboration skills)
· Comprehensive, fast and accurate IT skills in Microsoft Word, Outlook, Excel and PowerPoint
· Passion for the performing arts, specifically our core genres of music, theatre, opera and dance
Essential for the Role
· Excellent communication skills, both written and face to face.  
· Ability to prioritise a conflicting workload efficiently and to maintain standards of accuracy and attention to detail  
· Experience of contributing to digitally focused report templates  
· Experience of publishing online content including social copy and assets and web focused content 
· An understanding of digital metrics and impact  
· Experience of managing and processing information and approvals workflows 
· A natural problem solver comfortable in a fast-changing environment 
· An understanding of social media with experience of using social media management, scheduling and publishing tools (eg. Sprout Social) 
· Experience of using file sharing and hosting platforms (eg. Filecamp, YouTube) 
Desirable for the Role
· Experience working for an arts organisation or an interest in the performing arts 
· An interest in media and communications work, with some experience in the area preferred   
· Experience of working with style guides and brand tone of voice  
· Background in supporting photography and videography shoots and managing shoot schedules 
· Knowledge and experience of using of project management and scheduling tools (eg. Monday.com) 
· Knowledge of digital accessibility, particularly around captioning, integrating BSL interpretation and audio description 
Terms and Conditions
Working Days/Hours: 
35 hours per week, by agreement within standard office hours of 9.30 to 17.30, Monday to Friday. At peak times, and particularly immediately before and during the International Festival, it will be necessary to work outside standard hours and at weekends. This can include time on evenings and weekends where required, especially leading up to and during the Festival period.
Contract Type	: Full Time, Temporary. 25 May – 11 September
 Salary/Hourly Rate: £25,000 - £26,500 pa pro rata, dependent on experience

Benefits: EIF Employee Benefits.pdf

As a result of the current immigration rules, these roles are not eligible under the Skilled Worker Route. Job applicants will be expected to provide evidence of right to work in the United Kingdom or be able to obtain such.
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