
 
 
 
 
 
 
 
 
 

Introduction 
The Edinburgh International Festival is an unparalleled celebration of the performing arts 
and an annual meeting point for peoples of all nations. With a deep commitment to 
virtuosity and originality the International Festival presents some of the finest performers 
and ensembles from the worlds of dance, opera, music and theatre for three weeks in 
August.  
 
Over the course of the year, the International Festival team travels the world to bring 
together an unrivalled programme of the most exciting and creative artists working today. 
Together, we present unique collaborations, world premieres, new interpretations on 
classic works, critically acclaimed productions and more – that thrill, move, excite and 
entertain audiences from around the world. All in one place, right here in Scotland. 
 
One of the world’s most beautiful and historic cities, Scotland’s capital is transformed into a 
rich, bubbling melting pot of creative talent, where every day and night offers exciting 
possibilities to make new discoveries or catch some of the biggest names in the performing 
arts on stages and in concert halls across the city. 
 
We are committed to enriching people’s lives through the arts and contribute to the cultural 
and social life of the City of Edinburgh and of Scotland. Our programmes of community 
engagement, professional development and creative learning for young people run 
throughout the year, reaching the widest possible audiences. 
 
Compelling, exciting and often surprising, the International Festival is, quite simply, an 
unmissable experience. 
 
We believe that being inclusive and diverse across all areas of our work helps us bring the 
best international festival to Edinburgh.  We believe that an inclusive culture is the 
foundation for a successful workplace, and we strive to grow our diverse representation 
across our staff, our artists and our audiences. 
 
We are committed to equality of opportunity and welcome applications from individuals, 
regardless of their backgrounds and life experience.’ 
 
 
 
 



 2 

 
 
 
 
 
 
 
 

 
Job Title Executive Assistant to Festival Director and Executive Director 
 
Line manager Head of Business Strategy and Stakeholders  
 
Job Purpose To provide high level administrative and operational support to the 

Festival Director and Executive Director. To deliver effective 
administration of the Executive office. 

 
 
Job description 
 
Administration  

• To provide pro-active professional and confidential assistance and administration 
support to the Festival Director, Executive Director and Executive Office 

• To implement and maintain effective office systems. 

• To ensure effective communications between the Executive Office, the Senior 
Management Team and the wider staff team by proactively managing and 
disseminating information, scheduling staff meetings, taking minutes and tracking 
actions as required.  

• To draft responses to correspondence and enquiries.  

• To assist the Festival Director and the programming team in monitoring key 
international cultural events. 

• To research, develop and maintain the database of UK and international cultural 
contacts. 

• To maintain contact records for the Executive Office on the Festival’s CRM system and 
manage guest lists and email / postal distribution lists.  

• To assist with the organisation and delivery of internal and external events, including 
launch event(s). 

• To co-ordinate the invitation process for the Festival’s launch event(s), working with 
all departments to ensure contact lists are up to date and invitations are sent out 
within agreed timescales.  
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Meeting Support  

• To set up meetings for the Festival Director and Executive Director as required.  

• To prepare briefing notes for meetings, receptions and presentations as required.  

• To meet and greet meeting attendees and guests on arrival to the Festival’s offices 
and organise any catering for in person meetings as required.  

 

Diary Management  

• To manage complex diary scheduling, including international travel, visas and 
accommodation, managing conflicting demands and priorities to ensure the most 
efficient and cost-effective use of time.   

• To ensure effective coordination of the schedules of the Festival Director and 
Executive Director.     

 

Board and Committees  

• To support the administration of the Board of Trustees and its Committees including 
the collation and circulation of agendas and papers and maintaining up to date 
records for serving Trustees.  

• To support the recruitment process for appointing new Trustees and collating 
required information for the induction process.   

• To support the effective management of the Annual General Meeting of the Festival 
Society.  

 

Finance 

• To manage and provide a monthly reconciliation of the Festival Director’s and 
Executive Director’s expenses and credit card statements.  

• To monitor and maintain the Executive Office budget.  

 

Festival period  

• To create and maintain schedules of all Festival related activities during August 
including performances and receptions and to co-ordinate and record Senior 
Management Team attendance and handle ticket requests as required.   

• To proactively manage the ticket allocation and hold process for the Festival Director, 
Executive Director and for events managed by the Executive office.  
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• To ensure the Festival Director and Executive Director’s itineraries are kept up to date 
and all information required is provided on a daily basis (e.g. tickets, speaking notes, 
guests lists).  

• To monitor and record VIP attendance and manage the requirements of VIPs during 
the Festival period, including arranging meetings as required and managing ticket 
requests and holds.  

• Any other duties as required. 

 

Person specification 
 
Essential  
 

• EITHER: Significant (minimum 3 years or equivalent) previous experience as a 
personal assistant to a Chief Executive or similar role OR significant (minimum 3 
years or equivalent) experience working in administration in an aligned sector, 
coupled with excellent PA experience 

 
• Highest standards of literacy, with a demonstrable ability to communicate 

effectively, both verbally and in writing 

• Possession of a high level of interpersonal skills which foster the cooperation and 
support of others. 

• Experience of working with a wide range of people at many different levels. 

• Ability to use initiative and creativity and to work successfully under limited 
supervision.  

• Exceptional organisational and time management skills including the ability to cope 
with high volumes of work, changing priorities and critical deadlines.  

• Flexible approach and adaptability to last minute changes.  

• Ability to analyse problems /anticipate situations, formulate suitable solutions and 
implement appropriate actions under pressure. 

• Comprehensive, fast and accurate IT skills in Word, Outlook, Excel, PowerPoint. 

• Experience of working with Customer Relationship Management systems. 

• Experience of working with SharePoint. 

 

Desirable 

• Experience of working in a high-profile environment and dealing with VIPs from a 
range of sectors . 



 5 

• Fluency in one or more foreign languages 

 
 
Terms and Conditions 
 
Working days/hours 35 hours per week, by agreement within standard office hours of 9.30 

to 17.30, Monday to Friday. At peak times, and particularly immediately 
before and during the International Festival, it will be necessary to 
work outside standard hours and at weekends. Payment of overtime is 
not applicable to this post.  

 
Contract type  Full time permanent contract.  
 
Flexible working We are happy to discuss flexible working.  There is no obligation to  
   raise this at the application stage but if you wish to do so, you are  
   welcome to.  Flexible working can also be part of the discussion at the 
   offer stage. 
 
Salary  £26,000 pa  
 
Holiday entitlement 25 days per annum (with 3 days requiring to be taken between  

 Christmas and New Year). You will also be entitled to 10 public holidays 
throughout the year.  5 of these days will have fixed dates and the 
other 5 will be floating days and will be added to your annual leave 
entitlement. 

 
Pension Scheme  The International Festival will comply with the employer pension duties 
   in accordance with Part 1 of the Pension Act 2008, as amended or  
   replaced from time to time. 
 
 
 
 
 


