[image: A black and white logo

Description automatically generated]
We are committed to delivering an unparalleled celebration of the performing arts, which brings some of the most exciting and creative artists working today to audiences from around the world.

Executive Office and Stakeholder Manager 

We are seeking an experienced, highly organised, proactive, and professional Executive Office and Stakeholder Manager to provide high level administrative and operational support to the Executive Office team comprising the Festival Director, Chief Executive, Head of Strategy and External Affairs Manager. 

The ideal candidate will play a critical role in ensuring the organisation maintains and builds positive relationships with internal and external stakeholders and will act as the primary point of contact for the Executive Office, ensuring smooth communication and collaboration.   
This role acts as the primary link and channel of communication between the Festival Director and Chief Executive and internal and external stakeholders and supports the work of the Head of Strategy and External Affairs Manager. This role requires excellent communication skills, the ability to manage multiple priorities with a high level of discretion and attention to detail, and a commitment to delivering exceptional service.

Edinburgh International Festival Equality and Diversity Commitment 
The Edinburgh International Festival is an equal opportunity employer, and we value diversity. We believe that an inclusive culture is the foundation for a successful workplace, and we strive to grow our diverse representation across our staff, our artists, and our audiences.
We are collecting data to measure the effectiveness of our recruitment methods, to ensure that they are fair. We strive to ensure our opportunities are accessible to people from all backgrounds.
We actively encourage applications from currently under-represented groups. We have identified ethnic minority backgrounds, and disabilities as the key areas we would like to focus our recruitment efforts in.
Disability Confident Employer
We’re committed to creating a workplace where everyone feels like they belong. We want to make our recruitment practices as inclusive and fair as possible, and as part of that, we have joined the Disability Confident scheme, this is a government scheme designed to help us make the most of the talents of those with disabilities and/or health conditions in the workplace. All applicants with a disability who meet the minimum requirements of the job as set out in the job description are guaranteed an interview.
Rooney Rule
We are building a Festival team that is able to understand the needs of and effectively communicate with the whole of our diverse community. We want our team to reflect the diversity of the wider population. This includes the representation of people from ethnic minority backgrounds and we apply the Rooney Rule to achieve this.
Adapted from American football, this is a form of positive action. We recognise that our workforce does not reflect our wider communities, in terms of people from ethnic minority backgrounds. Subject to consent from our equality and diversity form in Team Details, out of the candidates who meet the essential selection criteria for the role and who are from an ethnic minority background, at least one will be shortlisted for the next stage in the recruitment process, which is usually an interview.
Job Title: 	Executive Office and Stakeholder Manager 
Manager: 	Head of Strategy
Works with: 	Festival Director, Chief Executive, External Affairs Manager

Key Responsibilities:

Stakeholder Management

· Support the work undertaken by the Executive Office (Festival Director, Chief Executive, Head of Strategy and External Affairs Manager) working closely with all internal and external stakeholders and contributing to the successful delivery of departmental objectives. 

· Undertake necessary research to prepare / co-ordinate comprehensive meeting packs, including briefing information and speaking notes to ensure colleagues are fully prepared for meetings, events and speaking engagements. 

· Create and maintain up-to-date departmental resources including briefings, documents and contact records to ensure appropriate resources are available for colleagues across the organisation to use to do their work effectively.  

· Support the delivery of External Affairs projects from initiation to completion including events, campaigns and advocacy initiatives. 


Executive Office Support  

· Proactively manage the inboxes and diaries of the Festival Director and Chief Executive making informed decisions on the prioritisation of work and ensuring efficient time management. 

· Identify issues that need to be brought to the attention of the Festival Director and/or Chief Executive and help to ensure proactive and constructive working with colleagues to ensure the best possible information and advice is presented.

· Maintain up to date records of decisions taken, correspondence sent and received, and relevant contacts lists, using the CRM and other systems. Ensure that important messages and decisions are communicated with colleagues and stakeholders promptly and respectfully.

· Communicating in a succinct and engaging manner, respond rapidly and effectively to requests and, when necessary, coach colleagues on how to make the best use of the Festival Director and Chief Executive’s time.  

· Monitor and manage deadlines and prioritise workloads to ensure the Festival Director, Chief Executive and wider Executive Office are operating efficiently. 

· Draft, review and manage email and written correspondence, presentations and reports. Ensure communication has a clear purpose and takes into account people’s individual needs and is relevant to the intended audience.  

· Co-ordinate meetings with internal and external stakeholders and support the collation and distribution of agendas and papers, including Board of Trustees and Senior Management Team meetings. Liaise with the Facilities Assistant to organise any catering for in person meetings as required. 

· Plan and organise international and domestic travel itineraries for attendance at events and meetings, including visas when appropriate. 

· Manage and provide a monthly reconciliation of expenses incurred by the Executive Office including expenses and credit card statements.  

· Monitor and maintain the Executive Office budget. 

Person specification

Essential 

· Significant (minimum 5 years or equivalent) and recent previous experience in a senior support role to a senior leader (director / chief executive or similar role).

· Highest standards of literacy, with a demonstrable ability to communicate effectively, both verbally and in writing
· Possession of a high level of interpersonal skills which foster the cooperation and support of others.
· Ability to use your networks, judgment and understanding of the wider context to support senior leaders in their work, adding value to the process and decision making.   
· Experience of working with a wide range of people at many different levels.
· Ability to use initiative and creativity and to work successfully under limited supervision. 
· Exceptional organisational and time management skills including the ability to cope with high volumes of work, changing priorities and critical deadlines. 
· Flexible approach and adaptability to last minute changes. 
· Ability to analyse problems /anticipate situations, formulate suitable solutions and implement appropriate actions under pressure.
· Comprehensive, fast and accurate IT skills in Word, Outlook, Excel, PowerPoint.
· Experience of working with Customer Relationship Management systems (preferably Spektrix).
· Experience of working with SharePoint.

Desirable
· Experience of working in a high-profile environment and dealing with VIPs from a range of sectors.


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.

Working arrangements 	We are located in Edinburgh, where all roles are based. To support flexibility we have a Smarter working policy, and are open to discussions as we move through the recruitment process, please do not hesitate to ask any questions.

Contract type			Full time permanent contract. 

Salary range			£44,000 - £48,000 

Holiday entitlement	25 days per annum (with 3 days requiring to be taken between 		Christmas and New Year) plus 10 public holidays throughout the year, 5 days are fixed and 5 floating days. 

Pension Scheme 	The International Festival will comply with the employer pension duties 			in accordance with Part 1 of the Pension Act 2008, as amended or 				replaced from time to time.
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