[image: A black and white logo

AI-generated content may be incorrect.]
 
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: Transport Manager		 
Reports to: Head of Artistic Management
 Team: Artistic Management	  
About the Role
The Transport Manager works closely with the Artistic Management department and the large team of Festival drivers to manage and administrate all schedules and transport related matters during the Festival period. This role is key in enabling artists’ travel in and around Edinburgh (and occasionally Glasgow) for rehearsals and performances.  
Job Responsibilities and Deliverables 
· To arrange transportation for visiting artists and companies to/from the airport, rail station, accommodation, performance and rehearsal venues throughout the month of August, at all times providing a friendly and efficient service.
· Plan the most efficient transport schedules to deliver the daily transport requirements supplied by the Artist Managers and make schedule adjustments in response to train/flight delays and rehearsal schedule changes.
· To arrange transport for the Chief Executive and Festival Director on a schedule provided by the Executive Office.
· Present and deliver a briefing for all Festival Drivers.
· Distribute the daily transport schedules and communicate changes to the drivers, Artist Managers, and any other teams in a calm and timely manner.
· Confidently represent the International Festival’s core brand values in all areas of your work.
DRIVERS
· Recruit and contract drivers for the Festival period in consultation with the Head of Artistic Management and Artistic Co-ordinator, and to provide driver recruitment assistance to Technical and Access teams.   
· Ensure all driver training handbooks and materials are up to date, organise an all-driver meeting with the Artist Management team, and deliver all necessary training and briefings before start of Festival.
· Ensure all drivers’ licences are checked and meet insurance requirements. 
· Provide assistance to the Production team where required. 
· Liaise with Head of Finance regarding insurance policies and all relevant documentation, including Festival Driving Policy and Insurance Declarations.
· Liaise with HR & Payroll Manager on drivers’ contracts, timesheets and weekly payroll.
· Maintain accurate logs of all vehicle possession and driver movements for insurance purposes. 

SCHEDULES
· Create and distribute the Festival-wide daily transport schedules and drivers’ individual daily schedules, regularly communicating with all drivers (including those not scheduled to work).
· Liaise closely with Artist Managers for transportation and scheduling requirements.
· Remain on call each day during the Festival to execute the daily transport schedule, including required changes. 

VEHICLES
· Liaise with the Artistic Co-ordinator and all drivers to ensure timely collection and return of all vehicles to the supplier.
· Prepare and distribute new car pack/materials for all vehicles and drivers.  
· Ensure all insurance requirements are met through liaison with the Head of Finance.  
· Administer and reconcile all fuel transactions through the Festival’s fuel account.
· Administer City of Edinburgh centre parking dispensations for vehicles including liaising with external stakeholders across the city in relation to parking and road closures. 
· Prepare and provide weekly updates of vehicle registrations to internal and external stakeholders and updating budgets where required. 
· Administer Edinburgh Airport parking for Transport & Artist Management vehicles.
· Check and verify all vehicle hire invoices. 

COACHES
· Make coach bookings as per details provided by Artist Managers. 
· Agree rates for the Festival period with coach companies, and source quotes from new companies if required. 
· Act as main point of contact for all coach bookings on behalf of Artist Managers. 
· Compile overall list of coach bookings and maintain record of costs.
· Check and verify coach hire invoices.
· Where required, assist Artist Managers with large group arrivals and departures.  

GENERAL
· Liaise with the Executive Office for Festival Director and/or Chief Executive requirements.
· Liaise with the Edinburgh Military Tattoo Office in relation to road closures and vehicle access to The Hub during the Festival period. 
· Keep informed of and manage other road closures, airport/train strikes, delays, restrictions, etc, and communicate these to all staff.
· Arrange for petty cash/expenses claims with Head of Artistic Management for pre-agreed drivers’ general expenses.
· Liaise with the Music and Production departments on vehicles required and used.  
· Compile data and reports at the end of the Festival period, including sustainability reports in liaison with the Festival’s Sustainability Manager.  
· Co-ordinate and arrange deliveries of Festival supplies to venues including artist water bottles and whisky. 
· Other duties as required by the Head of Artistic Management. 

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 organisational skills and experience in complex scheduling.
· Ability to work calmly under pressure and deal with a broad range of people.
· Strong and clear communication skills, both written and verbal. 
· High level attention to detail with the ability to manage large amounts of data.
· IT skills including a high standard in Microsoft Excel, Word and Outlook.
· Ability to work independently as well as part of a team.
· Experience in working through logistical challenges.
· Some knowledge or experience of the performing arts.
· Willingness to work long and unsociable hours for the duration of the Festival and the previous week.
 
Terms and Conditions
Working Days/Hours:  Part-time availability required for the period mid-May – 17 July 2026; full availability required for the period 20 July – 11 September 2026. 
This will include working time on evenings and weekends where required, especially leading up to and during the Festival period.
 Contract Type: FTC, Temporary [May – September 2026]
 Salary/Hourly Rate: Daily rate of £120 except for the Festival period where the daily rate will be £170.
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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