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Job Description

Event Manager
Line Managers: Festival Administrator / Festival Staff Manager 
Overview: Event Managers will be responsible for the smooth running of all Edinburgh International Science Festival Events taking place within their allocated venue. Event Managers will act as a representative for the Science Festival within the venue for all customers, venue contacts and relevant performers/speakers. All Science Festival staff including volunteers on-site will report to the Event Manager and it is the responsibility of the post-holder to coordinate all staff on shift and ensure they are fully briefed in conjunction with the Front of House Supervisor (where applicable). Event Managers will take full responsibility for the ensuring the needs of performers/speakers in their venue are met and will oversee all technical aspects of staging events.
It is essential that the post-holder ensures that a professional coherent Edinburgh International Science Festival experience is delivered within the venue to all customers and visiting guests. We are looking for efficient and organised individuals who are able to work effectively and confidently unsupervised. Excellent customer service skills and some technical knowledge of event/venue management are essential requirements for the post. Some technical experience with AV equipment or technicians would be advantageous. 
Main responsibilities:

· Coordinating all events taking place within allocated venue and ensuring their smooth delivery. 

· Responsible for line managing all EISF staff on shift (front of house and volunteers)

· Coordinating all breaks, lunches and shift changes for staff on shift to ensure appropriate staffing levels are maintained (in conjunction with the Front of House Supervisor where applicable) 
· Liaising with venue and AV staff on setup and access times 

· Ensure correct AV and stage setup at venue

· Greet speakers, chairs and guests and brief them on outline of event

· Main point of contact for general enquires from participants and audience

· Deal with any issues arising with speakers, chairs, guests or audience members

· Liaise with Box Office and Front of House staff on late arrivals policy

· Ensure familiarity with first aid, fire evacuation and other health and safety procedures at venue

· Ensure prompt clearing of auditorium at the end of events

· Ensure good directional signage at the venue for the audience

· Ensure sponsorship signage is put up in accordance with the agreements

· Assist audience members that have additional access needs

· Ensuring a high level of customer service is maintained, and being responsive and aware of the needs of visitors and colleagues
Staff will be given a building tour ahead of their first shift. Please note you may be required to attend briefings prior to the start date of the festival (If necessary these will be advised in advance) 
Further Details: 

Location: To be based at one or more of the following venues; City Art Centre, National Museum of Scotland, The Scottish Storytelling Centre, Ghillie Dhu, The Jam House, The Royal Botanical Gardens,  Surgeons Hall, Princes Street Gardens, Inspace, The Usher Hall, BBC on The Mound, The City Chambers (work at other locations may be required)
Dates: 29th March – 15th April  
Commitment Required: Please note that your availability during festival dates must be good and you should expect to work throughout the festival run. Shifts may be allocated at more than one venue and will include weekend / evening work. 

Rate of Pay: £10 per hour 
Applications close: Friday 17th February 2012
Interviews: All Interviews will be held week beginning 27th February 2012 
As we receive a high volume of applications it can be difficult to reply to everyone, therefore, if you have not heard from us by Wednesday 14th March unfortunately on this occasion you have been unsuccessful in your application.
Application for Employment with Edinburgh International Science Festival
The Organisation recognizes the benefits of a diverse workforce and is committed to providing a working environment that is free from discrimination. The Organization will seek to promote the principles of equality and diversity in all its dealings with employees, workers, job applicants, clients, customers, suppliers, contractors, recruitment agencies and the public. 

Please complete in full before emailing to jobs@scifest.co.uk
Festival Staff Manager 

Edinburgh International Science Festival 

Suite 1, Mitchell House

5 Mitchell Street

Edinburgh

EH6 7BD

	Application for employment as:
	

	Where did you see the post advertised?
	


Personal Details
	Surname                                                  
	
	Forenames    
	

	Address 


	

	Postcode
	

	Home Tel                              
	
	Work Tel                                   
	
	Mobile Tel
	

	Email Address
	

	N.I. Number
	

	Are you required to hold a work permit? 
	No  (         Yes  (


Education Details

	Name of School
	

	Subject
	Qualifications Gained
	Grades

	
	
	


	Name of College/University
	

	Subject
	Qualifications Gained
	Grades

	
	
	


Further Education/Training/Professional Accreditation

	Courses Taken and Results

Please state whether full-time, part-time, day release etc.  If you have undertaken any training relevant to your application for this post, briefly state level and nature of the course.
	From
	To

	
	
	


Employment History

Please list most recent first

	Employers Name
	
	Position Held
	

	Address
	
	Duties
	

	From
	
	To
	
	Wage/Salary
	

	Reason for leaving
	

	Period of Notice Required
	


	Employers Name
	
	Position Held
	

	Address
	
	Duties
	

	From
	
	To
	
	Wage/Salary
	

	Reason for leaving
	


	Employers Name
	
	Position Held
	

	Address
	
	Duties
	

	From
	
	To
	
	Wage/Salary
	

	Reason for leaving
	


Covering Letter

Please use this to state why you would be suitable for the position applied for.  Please include details of any relevant experience. 
	


Offences and Convictions

Excepting "spent" offences as defined by the Rehabilitation of Offenders Act 1974, please enter details of any court or court martial convictions, any outstanding summonses and any driving offences.

	Date
	Offences/Penalty of sentence

	
	

	
	


References

Please give the names and addresses of two work-related referees. One should relate to your present or most recent employment. These referees will not be contacted without your prior approval.

	Name
	
	Name
	

	Position
	
	Position
	

	Address
	
	Address
	

	Telephone
	
	Telephone
	


Declaration

I declare that to the best of my knowledge the answers in this job application form are correct and I understand that if any false of deliberately misleading information is given, or any material fact suppressed, I will not be accepted, or if I am employed, my employment will be terminated.

Signature                                                                                                                

Date:

Please return along with an up to date CV if possible to jobs@scifest.co.uk
