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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: Event Assistant			 
Reports to: Head of Events & Stewardship
 
Team:	Development	

About the Role
To work as part of the Events Team to support the Head of Events & Stewardship in delivering special events and donor stewardship leading up to and during the International Festival.   Assisting the Event Officer, the Event Assistant plans and manages on-site the private interval lounges during Festival performances; supports broader event planning and logistics such as processing invoices, managing guest/invitation lists, ordering and organising supplies, and setting up/breaking down events equipment; interacting with donors and stakeholders; liaising with other departments; and any other tasks as required to fulfil the stewardship and engagement strategy.	

Job Responsibilities and Deliverables 
Working within the Development Department (who are responsible for fundraising, membership, and donor management) and coordinating with colleagues across the organisation to deliver a programme of events and stewardship activities for the 2026 International Festival. 

Working with the Event Officers, the role may include the following tasks:
· Compiling invite lists, creating invitations, sending invitations, undertaking mail-merges, managing RSVPs (Greenvelope online platform), responding to events-related queries and updating guest responses
· Creating and distributing daily schedules and guest lists for event hosts & senior management
· Compiling briefing notes on guest lists for event hosts & senior management
· Updating departmental schedules and records (using Excel, Spektrix, and Artifax)
· Arranging and managing transport of events supplies & equipment between venues, for example: venue dressing, light boxes, gifts, food & beverage, pop-up signage etc.
· Assisting with events administration, including creating signs and event checklists, arranging tickets dispatch or collection points, and clearing events venues
· Liaising with venues, suppliers and stakeholders regarding event requirements 
· Making coffee/dining reservations and supporting bespoke donor engagement activities for Development team members and senior management
· Assisting with managing and overseeing events on the day, including problem-solving, welcoming and checking-in guests on the door, directing event set-up, communicating with Festival and venue staff to ensure the smooth running of the event.
· Working alongside production to ensure all technical elements of the event are confirmed
· Any other tasks or duties as assigned, in support of the events & engagement strategy


Skills Specification
Candidates should have an interest in event management and have exceptional attention to detail. In your cover letter, please demonstrate how you meet the essential and desirable criteria outlined below, and specifically address your level of proficiency with excel, outlook, and databases (eg Spektrix, SalesForce) and experience in customer-facing environments.

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 
· Manage workload and deadlines, in a way that prioritises successful delivery of individual and team objectives/projects
· Effective interpersonal and collaboration ability; able to build rapport and work in a team with colleagues and across the organisation
· 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 attention to detail both written (grammar, punctuation) and numerical (excel, formulas, data entry)
· Strong verbal and written communication skills with excellent mastery of the English language
· Successful experience in a customer-facing environment within festivals, events, or the hospitality industry
· Excellent and demonstrable knowledge of MS Office especially Excel and Word
· Flexible and adaptable approach to work and ability to work under pressure, particularly in a Festival environment with long working days and intense delivery timescales 
· Experience of working on a team and taking initiative
· Experience of assisting at events
· Punctuality, professionalism, and discretion
· This role requires getting to and working at all Festival venues across Edinburgh, lifting and carrying event materials and equipment, and being on your feet for extended periods of time. Please note there will be a requirement to work in inaccessible environments.

Desirable for the Role
· CRM – Spektrix & Greenvelope
· Experience of working in a creative environment 
· Experience of working with VIP’s and key stakeholders 
· Event production knowledge
 


 
Terms and Conditions

Working Days/Hours: 
35 hours per week - normal office hours will be Mon-Fri 09:30 – 5:30. From 07 August until 30 August you may be required to work up to 50 hours per week.  This will include evening and weekend work and may include split shifts over 7 days.  This role will be full-time based from The Hub, Castlehill and on Festival venue sites during August 2025.
This role includes working evenings and weekends leading up to and during the Festival period.
 
Contract Type	: Temporary, 06 July 2026 – 04 September 2026 

Salary/Hourly Rate: £13.45

Benefits: EIF Employee Benefits.pdf


As a result of the current immigration rules, this role is 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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