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JOB DESCRIPTION AND PERSON SPECIFICATION 

Job Title:  Delegate Service Coordinator 

Reports to:  International Projects Officer 
 
Start Date: Monday 4th July or Monday 11th July 2022 (to be determined) 
 
End Date:  Friday 9th September 2022 
 
Salary:   £459 per week 
 
Working times: The job is within standard office hours of 9.30am - 5.30pm, Monday - Friday. At peak times, 
it will be necessary to work flexible working hours in line with festival schedules.  
 
Payment of overtime is not applicable to this post but Time Off in Lieu will be given at the discretion of the 
Line Manager.  
 
Location: Combination of working from home and working on site in Edinburgh City Centre. From late July 
to 2nd September, the post will be based fully on site in central Edinburgh, with the seasonal delegate 
team.  
 
Background 
 
Festivals Edinburgh is the high-level organisation, created and driven by the directors of Edinburgh’s 11 

major international festivals, to take the lead on their joint strategic development and work to sustain 

their leadership role locally and globally.  Our mission is simple - to work collaboratively to maintain and 

develop Edinburgh’s position as the world’s leading festival city. 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 world-class cultural assets for Scotland with an international reputation and 

appeal unmatched by any other cultural event on the globe. The international strand of our collective 

work through Festivals Edinburgh has encouraged the development of collaborative partnerships among 

our festivals and across Scottish, UK and international organisations; created new funding streams; 

engaged key global cultural players; and built the festivals’ reputation internationally. 

https://www.edinburghfestivalcity.com/about
https://www.edinburghfestivalcity.com/
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In 2020 and 2021, due to impact of the Covid-19 making international working highly challenging, we 

focused our efforts on a digital programme of networking to sustain our international role, position and 

profile. It is intended that 2022 will see the return of an in-person Momentum programme, welcoming 

new delegates to the city of Edinburgh and sustaining connections with digital programming elements. 

Since 2019, Festivals Edinburgh has also secured funding to support the festivals collectively to widen 

creative connections across Edinburgh and Scotland, and these conversations across the cultural 

community will be crucial to recovery and renewal. 

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 Edinburgh’s Festivals, the wider Scottish cultural sector, 
and the international community that flocks to our city during the peak Festivals season. It is delivered by 
Festivals Edinburgh on behalf of Edinburgh’s Festivals, British Council Scotland, and Creative Scotland. 
 
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 Delegate Services Coordinators provide support across all aspects of delegates’ itineraries during their 

visit and coordinate and manage their schedule in advance and on a daily basis. Working across the full 

partner delivery team, the role provides administrative support to delegates’ schedules, including 

arrangement of meetings, booking of tickets, whilst offering information and updates to delegates on 

their schedules before and during their visit. The role is an important part of a wider team to ensure 

delegates’ itineraries are professionally and accurately managed and is the key point of contact between 

delegate hosts, box offices and other members of staff.  

        

Responsibilities 

 

• Processing, managing and overseeing itineraries accurately 

• Supporting the wider team in relation to delegates’ itineraries and acting as the main point of 

contact for delegate hosts and box offices 

• Arranging meetings for delegates with VIPs, funders, producers and other delegates 

• Booking tickets and ensuring all ticket requests are processed timeously and within budget  

• Accurately maintaining administrative records, providing and collating data feeding into 

programme evaluation 

• Updating and maintaining spreadsheets with relevant delegate itinerary and ticketing information    

• Ensuring excellent communication with International Projects Officer and other members of the 

team in regards to logistical information and requests   

• Providing administrative support across the delivery team to ensure the Delegate Centre runs 

smoothly   

• Managing accurate records of delegate guest lists, invitations, itineraries, monitoring attendance 

and coordinating and sharing information as appropriate   

• Supporting the delivery of in person and digital events, including providing administrative 

support, liaising with speakers and delegates, assisting with technical support 

https://scotland.britishcouncil.org/programmes/arts/momentum
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• Attending daily team meetings and sharing information readily and as appropriate with the wider 

team  

• Welcoming and liaising with delegates during their visit to ensure they receive the best possible 

experience whilst in Edinburgh  

 

Skills, Knowledge and Experience  

 

Essential:  

• IT savvy; confident with Google Docs, Excel, Word and Dropbox 

• Demonstrable experience of complex itinerary/diary management 

• Experience working in or alongside box office operations 

• Experience of high level liaison and correspondence   

• Experience of organising and managing large amounts of data 

• Experience of working within a fast-paced environment  

• Calm under pressure with an ability to multi-task and respond to changing priorities 

• Experience in events or project coordination 

• Experience with Edinburgh’s Festivals and/or Scotland’s cultural sector  

• A background knowledge of Edinburgh and Scotland  

 

Desirable:  

• Experience of working with international partners and delegates  

• Experience of working in a diplomatic context 

• Established knowledge and/or relationships with festival box offices in Edinburgh  

• Foreign language skills relevant to target countries  

 
Equal Opportunities:  Festivals Edinburgh is committed to equal, fair and proper employment 

opportunities. We actively encourage applications from under-represented groups, in particular Black, 

Asian, and Minority Ethnic and disabled candidates.  

 
To apply:  Please send a CV and covering letter of no more than 2 sides of A4, outlining how your skills 

and experience meet the requirements of the job, by email to Sunniva Ramsay, Programme Manager, at: 

recruitment@festivalsedinburgh.com.  

If you require to submit your application in an alternative format, please let us know of any reasonable 

adjustments that would help with completing your application.  

Please let us know if you have any queries or would have any difficulty attending interview on the dates 

indicated below.  

The closing date for applications is Wednesday 1st of June at 12 noon.  
Interviews are planned to take place on Wednesday 8th  and Thursday 9th June via Zoom.   
 

mailto:recruitment@festivalsedinburgh.com

