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Job Description and Person Specification 
 
Job title:  International Projects Officer 
Reports to:  International Projects Manager 
Salary:   £23,400 per annum (pro rata)  
Contract:  6 months fixed term contract. Full time from 20th May 2019 to 6th September 2019 and 

part-time (average 3 days a week) at either end.  
Start date: Tuesday 19th April 2019 
End date:  Thursday 18th October 2019 
Deadline:  Wednesday 20th March 2019 at 5pm 
Interviews:  Monday 25th and Tuesday 26th March 2019 
 
Background: 
 
Festivals Edinburgh is the high-level organisation created by the Directors of Edinburgh’s major festivals to 
take the lead on their joint strategic development and to look at over-arching areas of mutual interest.  

Our member Festivals are: 

• Edinburgh Science Festival 
• Edinburgh International Children’s Festival 
• Edinburgh International Film Festival 
• Edinburgh Jazz and Blues Festival 
• Edinburgh Art Festival 
• Edinburgh Festival Fringe 
• Royal Edinburgh Military Tattoo 
• Edinburgh International Festival 
• Edinburgh International Book Festival 
• Scottish International Storytelling Festival 
• Edinburgh’s Hogmanay 
 
Edinburgh’s Festivals are Scotland’s world-class cultural brands with an international reputation and 
appeal unmatched by any other cultural events on the globe. They are distinctively Scottish and yet 
profoundly international.  
 
Our collective work has developed powerful initiatives around our programmes, encouraged the 
development of collaborative partnership working among our festivals and across Scotland, UK, 
International & cross-sector organisations, created new funding streams, engaged key international 
cultural players and built the festivals’ profile internationally, successfully promoting the Festivals as a 
model of practice, a knowledge brand and as an unrivalled cultural platform. 
 
Project:  
 
Momentum is a delegate programme, based in Edinburgh, which runs for the last week of July and 
throughout the month of August. It provides a dynamic platform for key cultural players from across the 
world to engage and build relationships with the world’s leading Festival City, the wider Scottish cultural 
sector, and the international community that flocks to Edinburgh during the peak Festivals season. It is 
delivered by Festivals Edinburgh on behalf of Edinburgh’s Festivals, British Council Scotland, and Creative 
Scotland. 
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Momentum’s objectives are to:  
 

• To build long-term relationships between international artists, producers, key government agencies 
and funders, and Edinburgh’s festivals. 

• To share the wider Scottish cultural offering with these delegates. 
• To cultivate collaborative opportunities for Edinburgh’s festivals, Scottish artists and Scottish work 

internationally. 
 

Job purpose:  
 
The International Projects Officer will support the development and delivery of the Momentum 2019 
programme. The role involves project management to deliver the logistical and administrative structure for 
Momentum alongside ensuring our delegates have the best possible experience during their visit to 
Edinburgh. The role supports the International Projects Manager, acting as a liaison for Festivals Edinburgh 
with key partners, contributing to the development of programmes for visiting international delegations 
and providing support to delegates before, during and after their visit. The role also involves the 
recruitment and supervision of a wider team to facilitate the smooth running of operations, including 
management of the delegate centre. 
 
Responsibilities:  
 
• Supporting the planning of the Momentum programme for 2019, including liaison with delivery 

partners and wider stakeholders. 
• Taking administrative lead and attending the regular delivery partners meetings. 
• Coordinating the planning of individual delegates’ itineraries, supervising Itineraries Coordinators and 

working with delivery partners at British Council and Creative Scotland in order to ensure a joined-up 
approach. 

• Ensuring programme deadlines are met, as outlined in the programme timeline and manual. 
• Acting as the primary contact for the Scottish cultural sector before, during and after their engagement 

with the programme, ensuring existing relationships are maintained and contributing to developing 
new ones.  

• Acting as the primary contact for our bespoke database developers throughout the month of August, 
ensuring any arising issues are resolved in a timely manner and do not impact programme delivery. 

• Overseeing the general management of the delegate centre, including supervising and ensuring the 
smooth booking and running of all events, including seminars and networking sessions. 

• Lead on the daily partners meeting during programme delivery: provide daily updates on events, 
delegate itineraries and overall activities. 

• Supporting the recruitment of the summer team members. 
• Updating the programme manual post-delivery, based on partner and team feedback.  
• Coordinating the creation and completion of evaluation surveys for delegates, Festival Directors and 

cultural sector attendees. 
• Contributing to writing of the programme evaluation report. 
• Supporting the work of the International Projects Manager across all areas. 
• Providing support and assistance to the delegates whenever possible and representing the Festivals 

Edinburgh team to delegations at all times. 
 
Skills, Knowledge & Experience: 
 
Essential: 

• Experience in Arts administration/project management 
• Confident with database systems, Excel and general office software 
• Calm under pressure and with an ability to multi-task 
• Professional and friendly customer focused approach 
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• Knowledge and/or experience with Edinburgh’s Festivals and/or Scotland’s cultural sector 
• Ability to work with colleagues, partners and delegates of all levels of seniority  
• Team supervision/line management experience 

 
Desirable: 

• Experience of working with international partners/delegates  
• Experience of working in partnership 
• Experience of working in a diplomatic context 
• Foreign language skills relevant to target countries 

 
Hours: 
 
Festivals Edinburgh’s standard office hours are 9.30am-5.30pm, Monday-Friday, with the exception of the 
last week of July and the month of August when standard working hours are 9am-6pm, Monday-Saturday. 
The position may require occasional evening work. 
 
To apply: 
Please send a CV and cover letter demonstrating your relevant abilities and outlining how your 
knowledge, skills and experience meet the requirements of the job, FAO Camille Mateos, International 
Projects Manager at recruitment@festivalsedinburgh.com  
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