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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:	Production Coordinator (Logistics)	 
Reports to:	Head of Production 
Team:	  	EIF Staff, Programming and Production departments, Visiting Companies

About the Role
To support the Head of Production, Programming and Production Departments in the delivery of the Edinburgh International Festival by coordinating logistics, managing schedules and fulfilling administrative duties

Job Responsibilities and Deliverables 
Scheduling 
· Assist with the creation and maintenance of production and staffing schedules for all performances and events
· Ensure all departments are updated on schedule changes
· Oversee the Production Department's Grid and overview schedule to ensure these documents are kept up to date and accurate
· Working with Music and Artistic Management Departments on organizational Festival schedule
· Liaise with Access Manager for all access performance production requirements
Logistics and Operations
· Oversee the delivery of materials to stores and venues when required
· Coordinate key rentals and purchases
· Liaise with the Transport Manager and Production HODs regarding the provision of Festival vehicles and assist with vehicle requirements outside the festival period
· Work with the Stores Manager to keep an inventory and arrange yearly maintenance of equipment
· Collaborate with the Production HODs and Stores Manager to coordinate daily Festival logistics to do with delivery of materials, transport and staffing
· Maintain rotas for all HODs and Core staff throughout the Festival
Administrative Support
· Uphold and develop electronic records of the department, including general correspondence, files relating to each visiting company and production, files relating to venues, and such other data as may need to be recorded
· Support the department with financial administration tasks, such as raising purchase orders, setting up suppliers, and making purchases as required
· Assisting Production HODs with day-to-day tasks 



Communications
· Act as a point of contact for Production across various departments to ensure clear communication throughout the organisation
· Ensure all parties have the correct information about schedules, deadlines, meetings and other important events
· Manage any incoming and outgoing correspondence
· Attend and minute meetings as required
Skills Specification
Essential for the Role
· High standard of written and verbal communication, with demonstrable ability to communicate effectively and professionally, in both written and verbal format
· Strong Organisational Skills: Ability to handle multiple tasks simultaneously and keep track of many moving parts working alone or in a team
· 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
· Attention to detail: Managing schedules, documents and logistics with a high level of accuracy. 
· Adaptability: The festival can be fast passed and unpredictable, ability to be flexible and calm under pressure is crucial
· 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

Ideal Background and Qualification

· Background in theatre and entertainment is preferred
· Experience and qualifications in administration or project management is beneficial
Desirable for the Role
· Driving license  
· Previous experience of working with events management software
· Previous experience of working with financial management software
· First Aid Certificate 





Terms and Conditions
Working Days/Hours: 
35 hours per week Monday to Friday 9:30am-5:30pm
Work Pattern:
 Flexible hours during festival delivery period June-Sep. 
This can include working evenings and weekends where required, especially leading up to and during the Festival period.
 
Contract Type	: Fixed term 8 month contract 
 Salary/Hourly Rate:
Between £30,000 to £35,000 per annum depending 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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