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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: Executive Assistant to the Festival Director (FD)
Reports to: Chief People & Culture Officer (Interim)
Team: Operations (People & Culture)
Works with: Festival Director, Leadership Team, Extended Leadership Team Senior Programme Manager, Head of Concerts, Executive Office, Board members and their Assistants.

About the Role
We are looking for an exceptional and highly experienced Executive Assistant to support the Festival Director in leading the Edinburgh International Festival. We are looking for someone who is organised, efficient, tech literate, energetic and proactive; someone with experience in managing complex and high level priorities and contacts, and who understands the world within which the Festival Director operates – namely that of the Arts and Culture (locally, nationally and internationally) - VIPs, city and government officials, board members, and many other high level stakeholders and partners all over the world.  The role demands someone who thrives in a fast-paced environment, can hold many complex threads at once, and brings both precision and genuine passion to their work. You will be the Festival Director’s trusted partner at EIF, planning and supporting their commitments. 

To coordinate EIF responsibilities effectively, the Executive Assistant may maintain appropriate visibility of the Festival Director’s wider professional diary and liaise with their other professional teams, subject to agreed access, confidentiality and information-sharing arrangements. This coordination is solely to support EIF responsibilities and does not extend to undertaking private or non-EIF administrative work.
The Festival Director balances a range of professional and performance commitments alongside their responsibilities at EIF. You will bring clarity to their EIF responsibilities whilst helping coordinate within the fuller picture of their life, anticipating where the Festival Director's input is required and ensuring their EIF commitments are carefully considered, proactively planned, and intelligently scheduled. 

Working hours will be highly flexible and reactive in a fast-paced and dynamic Festival environment, where you will bring energy, organisation and forward planning.   You will anticipate what is coming, connect priorities and people, maintain momentum and ensure that actions, decisions and commitments are coordinated, documented and followed through, always with professionalism and discretion. 

You will be required to regularly attend meetings with the Festival Director, to channel and document their ever-evolving creative vision, to help implement actions and lists to enable swift execution of decisions made in meetings, and when appropriate you will travel with the Festival Director, in order that their EIF work is consistent, impactful and effective – no matter where they are in the world.

The Festival Director, together with the wider programming team, curate the annual programme. You will ensure the Festival Director has regular, consistent contact with EIF’s Creative Director and the broader Programming team. You will manage the Festival Director’s relationship with industry contacts and consultants.  

You will work closely with the EA to the CEO, coordinating priorities, diaries and key meetings; anticipate where the CEO and Festival Director need to connect; sharing relevant information and managing competing demands.  Together you will make sure both leaders are well prepared, commitments are followed through and the CEO and Festival Director are working in step.

Job Responsibilities and Deliverables 
Executive support and prioritisation
· First point of contact and triage: Act as a trusted first point of contact, using sound judgement about what needs the Festival Director’s attention and what can be progressed or resolved elsewhere. Triage incoming requests relating to EIF and the programme and recommend priorities to the Festival Director.
· Time and diary: Proactively manage the Festival Director’s diary across different time-zones, meetings and EIF commitments, so that their time aligns with organisational and Festival priorities. Bring gentle but firm realism to scheduling and help guard against over-commitment.
· Preparation and anticipation: Make sure the Festival Director is well prepared for meetings, decisions and key engagements, coordinating papers, briefings and information. Anticipate requirements, identify potential conflicts, and resolve issues before they become barriers.
· Communication and briefing: Communicate with key stakeholders, such as Heads of Department, about the Festival Director’s decisions, asks and updates. Brief the Festival Director, the leadership team and key stakeholders so that everyone is on the same page.
· Correspondence, confidentiality and logistics: Manage correspondence, information, travel, logistics and hospitality for the Festival Director’s EIF commitments, maintaining the highest standards of discretion and confidentiality.
· Technical support: ensuring all storage, filing systems, online systems, documents, passwords, and bookkeeping is kept up to date and organised, in order that no time is wasted unnecessarily
· Research: carry out pieces of research on whatever is deemed highest priority by the Festival Director for EIF  

Delivery and follow-through
· Staying ahead: Stay ahead of the Festival Director’s EIF responsibilities: track priorities, actions, commitments and deadlines, give them clear visibility of upcoming decisions, dependencies and areas needing attention, and follow up proactively with colleagues so that agreed actions are delivered.
· Projects: Support specific EIF projects and pieces of work on the Festival Director’s behalf, as agreed and directed by them.
· Tracking locations proactively: coordinating meetings around the Festival Director’s whereabouts, taking a year’s view and contacting VIP’s in advance to schedule meetings on behalf of Festival Director 


Executive Alignment
· Internal relationships: Build strong, collaborative relationships with the Programming Team, the Executive Office and colleagues across EIF, acting as a trusted connector between the Festival Director and colleagues.
· Visibility and coordination: Keep shared priorities, meetings, actions and dependencies visible across the Festival Director and CEO and support the flow of information across the leadership teams, respecting agreed roles and decision-making boundaries.
· External relationships: Coordinate the Festival Director’s relationships with the senior leadership team, board members, and national and international partners not limited to just the Arts.
· External other: coordinate carefully with the Festival Director’s performance manager at Askonas Holt, the director of the Benedetti Foundation, and any other stakeholders that need their time and attention to ensure that their EIF commitments are protected and delivered.
· Cross-portfolio coordination boundaries: Liaise, where necessary, with the Festival Director’s performance management, the Benedetti Foundation and other relevant professional contacts to identify diary conflicts, protect EIF time and coordinate EIF meetings or travel. Such liaison does not authorise the assistant to deliver work for those other organisations or manage private matters.
· EIF travel and deployment: Where accompanying the Festival Director or arranging support during their international work is reasonably required for EIF business, the Festival Director will determine the operational need within agreed budgets and EIF travel, expenses, working time and other applicable policies, keeping the interim People & Culture lead updated.

Festival Delivery
· Responsive support: Provide flexible, responsive support during the Festival and other periods of high activity, anticipating changing needs and reprioritising quickly as circumstances evolve.
· Delivery under pressure: Coordinate with colleagues across artistic, operational and programming teams to support successful delivery, staying calm, organised and solutions-focused under pressure.

What You Will Bring
First and foremost, it is vital that you have a deep understanding of the performing arts. Ideally, you will have knowledge of the of the Scottish cultural sector and an understanding of Edinburgh’s Festivals. Aside from this, we are looking for someone with energy, judgement and drive who thrives in a fast-moving environment and takes genuine ownership for getting things done.

You will:
· Experience: Considerable experience as an Executive Assistant or Personal Assistant at senior level, including managing international travel logistics.
· Organisation and pace: Exceptionally organised, combining pace with attention to detail and sound judgement, and comfortable when not everything is predictable.
· Proactive: Proactive and resourceful, naturally anticipating what is needed rather than waiting to be asked, with the initiative and creativity to work well under limited supervision.
· Judgement: Able to absorb significant amounts of information and quickly identify what matters, and to know when to act independently and when to escalate.
· Confidence and challenge: The confidence and judgement to work closely with a high-profile Festival Director without being distracted by their profile or status, and to challenge constructively, ask the right questions and offer an independent perspective when needed.
· Communication: The highest standards of literacy, with a demonstrable ability to communicate effectively, verbally and in writing.
· Relationships and teamwork: Able to build credibility and trusted relationships at every level of the organisation, as a generous, collaborative team player who understands that individual success comes through collective delivery.
· Discretion and resilience: Highly discreet and comfortable handling sensitive and confidential information, with resilience and composure in a demanding environment.
· Technology: An excellent grasp of how to optimise the use of technology, specifically; MS Office and SharePoint
· Understanding the role: An understanding of the pressures and particular demands of life as an arts leader.

How you will work
· Success in this role is as much about HOW you operate as what you deliver.
· You will bring pace without creating unnecessary noise; confidence without ego; discretion without becoming disconnected; and challenge without losing collaboration.
· You will be comfortable working alongside senior and high-profile individuals while treating everyone across EIF with professionalism and respect.  
· You will actively contribute to a culture where information is shared appropriately, commitments are followed through and colleagues work across organisational boundaries to achieve the best outcome for EIF.

Terms and Conditions

Working Days/Hours: Full Time

Work Pattern: 35 hours per week within standard office hours of 9.30 to 17.30, Monday to Friday, in Edinburgh. At peak times, and particularly immediately before and during the Festival, this includes working outside standard hours and at weekends. This role may have minimal travel within the UK. Payment of overtime is not applicable to this post.

To support flexibility, we have a Smarter Working Policy which can be discussed during the recruitment process.

Contract Type: Full-Time, fixed term through to October 2029

Salary: £45,000- £48,000

Benefits: EIF Employee Benefits.pdf 

Closing date: 9.00am, 30 November  2026
Interviews will take place 3 and 4 December 2026
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