
 

 

 

 

JOB DESCRIPTION 

Edinburgh International Film Festival 2020 

 

 

TITLE:   STUDENT CRITICS PROGRAMME COORDINATOR 

 

Team:    Education & Learning 

Reports to:   Head of Education & Learning  

Status:   Full time, fixed term contract 

Dates:    20 April to 5 July 2020 

Duration:  11 weeks  

 

Information Specific to this Role: 

This post is considered Regulated Work with Vulnerable Children and/or Protected 

Adults, under the Protection of Vulnerable Groups (Scotland) Act 2007. From 28 

February 2011, preferred candidates will be required to join the PVG Scheme or 

undergo a PVG scheme update check prior to a formal offer of employment being 

made by the CMI.  

 

Purpose of the role 

Based in the Education & Learning Team, the Student Critics Programme 

Coordinator will plan, manage and deliver the Student Critics Programme at EIFF in 

June 2020. The post holder will also support the team in all aspects of preparing 

for, promoting and delivering the EIFF Youth Education and Learning Programme.  

(See https://www.edfilmfest.org.uk/studentcritics2019) 

 

 

Education & Learning Team 

CMI Education and Learning offers a range of screenings, workshops and events for 

all ages, year-round at Filmhouse and during the Edinburgh International Film 

Festival.  

Our offer during EIFF includes a Schools Programme, Understanding Cinema, The 

Edinburgh & Lothians Schools Film Competition, Student Critics Programme, Young 

Programmers and EIFF Youth - a six-day programme of screenings, special events, 

workshops, masterclasses and careers advice for young people aged 12-25.  

 

Principal duties and responsibilities 

 
1. To plan, coordinate, promote and manage the Student Critics Programme.  

 

 



 

 

2. Build relationships with academic institutions in Scotland and UK in order to  

    promote the programme to a diverse audience and select participants. 

3. Confirm Professional Film Journalist mentors for the Programme.  

4. Create schedules and coordinate Students and Mentors during their visit to EIFF. 

5. Facilitate the daily meetings with Students and Mentors 

6. Manage the project budget, daily expenses and produce a project evaluation 

report. 

7. Maintain and update contacts and events on the Filemaker database.  

8. Maintain and update the Student Critics Programme website pages. 

9. Update and manage the team’s Festival diary as required. 

10. Arrange and attend a range of internal and external meetings, including site 

visits, planning meetings and others as required.  

11. To work as part of the Learning Team, ensuring the smooth running and 

effective delivery of planned events to meet the event objectives and expectations 

of all guests and colleagues.  

12. To promote activities, research, communicate with partners, chase and check 

information, assist with enquiries from other Festival Teams and external contacts 

as required. 

 

 

General responsibilities 

1. Communicate regularly with your manager about your progress and any queries 

you need guidance on. 

2. Communicate effectively with manager and colleagues across EIFF to share 

information, achieve deadlines and promote a positive working environment. 

3. Attend meetings and provide progress reports as required. 

4. Work effectively in a high pressured environment as an engaged and supportive 

member of the team. 

5. Always act in accordance with EIFF policies and procedures, as outlined in the 

induction manual and by your manager. 

6. It is the responsibility of all staff to minimise the CMI’s environmental impact 

wherever possible and adhere to the company’s Environmental Policy.  This will 

include: 

a. recycling; 

b. switching off lights, computers, monitors and equipment when 

not in use; 

c. helping to reduce paper waste by minimising printing/copying 

and reducing water usage; 

d. reporting faults and heating/cooling concerns promptly; 

e. minimising carbon footprint when travelling. 



 

 

7. Act as a point of contact for the Education & Learning Team and handle external 

enquiries as appropriate. 

8. On completion of your role, complete project evaluation report and staff and 

manager report forms as requested by the Recruitment Manager. 

9. Contribute to the successful delivery of the EIFF programmes of screenings, 

events and projects.  

 

Additional Information 

 Normal hours prior to the Festival are 9.00am to 5.30pm Monday to Friday. 

 During the Festival this role will involve some unsocial hours which will vary, to 

suit events being delivered by the team. Weekend and evening work may be 

required coming up to and over the Festival dates (essential on 17-23 June 

2020) for which no additional remuneration is payable.  

 The role is based at the CMI’s offices at Filmhouse on Lothian Road in 

Edinburgh. 

 

Person specification 

This role will require some experience in project and event management. The role 

will appeal to someone who enjoys reading or writing about film and takes pride in 

their organisational, presentation and communication skills, who is creative but 

can also think practically, who has an interest in youth development, film 

journalism and the film industry. It is essential that you enjoy being part of a tight 

knit team and enjoy supporting a manager. 

 

Essential (E) or desirable (D) requirements: 

 

 

Experience  

Project administration skills E 

Working with young people E 

Excellent IT skills, including email and databases 

Successfully working to deadlines      

E 

E 

Briefing and negotiating with external suppliers e.g. venues, caterers 

and entertainment agencies 

Managing a project or activity      

E 

 

E 

Budgeting, invoicing, handling petty cash and purchase orders D 

Experience of working in a festival environment D 

 

 

 



 

 

Knowledge  

Interest in film journalism E 

Interest in the film industry E 

Knowledge of wider communications/marketing/social media /PR D 

  

Skills and abilities  

Excellent organisational skills and attention to detail E 

Excellent communication and customer care skills E 

Team working and ability to motivate others E 

Excellent English language, both verbal and written.  E 

 

Personal attributes and attitudes  

Ability to be flexible and respond to changing priorities E 

Functions well under pressure E 

Sociable – able to help create a positive atmosphere among the group E 

Detail-oriented 

Interest in working with young people in a youth arts or equivalent 

environment. 

 

E 

E 

E 

 

Competencies 

Managing Work 

• Quickly determines tasks and resources 

• Schedules work 

• Develops time lines 

• Co-ordinates resources 

• Ensure effective completion of work through use of own and others time 

 

Change Management 

• Challenges assumptions 

• Recognises organisational opportunities 

• Thinks expansively 

• Encourages and rewards innovation 

 

Valuing Diversity 

• Actively values others contributions and treats people fairly 

• Creates an environment that appreciates diversity 

• Challenges unfair behaviours and practices both internal and external 

 

 



 

 

Decision Making 

• Makes effective decisions which balance the varying demands of interested 

bodies and cost management 

• Understands risk/opportunity balance 

• Develops and considers alternative solutions 

 

Teamwork 

• Actively collaborates through communicating fully and openly, while 

showing respect for others 

• Communicates fully and openly 

• Balances all needs 

• Facilitates goal accomplishment 

• Ensures necessary team support and infrastructure in place 

 

Location 

• This job is located in Edinburgh 

 

 

Equal Opportunities Policy Statement 

 

CMI is an equal opportunities employer, and as such aims to treat all employees, 

consultants and applicants fairly.  

 

It is our policy to provide employment equality to all, irrespective of: 

 

 

• Gender, including gender reassignment 

• Marital or civil partnership status 

• Having or not having dependants 

• Religion or belief 

• Race (including colour, nationality, ethnic or national origins) 

• Disability 

• Sexual orientation 

• Age 

 

We are opposed to all forms of unlawful and unfair discrimination.  All job 

applicants and employees who work for us will be treated fairly and will not be 

unfairly discriminated against on any of the above grounds. Decisions about 

recruitment and selection, promotion, training or any other benefit will be made 



 

 

objectively and without unlawful discrimination. This policy is written in 

consideration of the Equality Act 2010.  

 

Environmental Sustainability 

 

The Centre for the Moving Image is striving to be an environmentally sustainable 

employer and we expect all staff to contribute to the environmental sustainability 

of our work. 

 

 

Rate of pay 

• £375 per week 

 

Application deadline 

• Friday 14 February 2020 5pm 

 

Interviews 

• These will be held in Edinburgh on Thursday 5 March 2020  

 

 

 

 

 

Last edited: 29 January 2020 


