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EXECUTIVE PRODUCER, EDINBURGH INTERNATIONAL CULTURE SUMMIT FOUNDATION
Fixed fee contract from April 2019 - 30 September 2020

The Edinburgh International Culture Summit is a collaboration between the British Council, Edinburgh International Festival, Scottish Government and UK Government, hosted at the Scottish Parliament and delivered by the Edinburgh International Culture Summit Foundation.  Over four iterations, the biennial Summit has brought together Culture Ministers with prominent artists, thinkers and others responsible for formulating and implementing cultural policy to discuss how the arts enrich the lives of people around the world and contribute to the wellbeing of nations. 

The Summit is a lively mix of plenary sessions and policy discussions planned to enable as much exchange as possible between delegates, including a cultural programme, external events and space for bi-lateral meetings ensuring a wealth of opportunities for productive dialogue.

Further details about the Summit are available at: www.culturesummit.com


JOB DESCRIPTION

Job Purpose: to deliver the Edinburgh International Culture Summit in August 2020.

Principal Accountabilities:	to administer, develop and deliver all aspects and activities of the Edinburgh International Culture Summit Foundation, in collaboration with Programme Director, Sir Jonathan Mills, the Board of Trustees and Summit partners. The role comprises Foundation and Summit governance, Summit planning and scheduling, logistical delivery, communications development, staff recruitment, financial accounting and evaluation.

Specific Responsibilities include:
· Working with Programme Director, Partners and Trustees to develop and deliver the 2020 Edinburgh International Culture Summit.
· Facilitate input of partners and other stakeholders in the formation and delivery of the 2020 Summit including: acting as secretary to the Strategic Board, securing financial support and in-kind contributions from partners to deliver the Summit, seeking advice and guidance from partners on operational and practical arrangements.
· Scoping and recruitment of the Summit delivery team; 
· Project managing the delivery of the event including: project schedule, management of the Summit delivery team, financial budgeting and reporting, communications, evaluation.
· Work with colleagues, partners, advisors, suppliers and stakeholders to deliver a successful event.
· Managing the administration of the Edinburgh International Culture Summit Foundation including managing the budget and cash flow, maintaining appropriate records, providing a secretariat to meetings of the Board of Trustees and preparing the year end accounts.
· Delivering on the mission and objectives set by partners and Trustees.
· [bookmark: _GoBack]Acting as the key point of contact for the event.


PERSON SPECIFICATION

Knowledge, Skills and Experience

Candidates should have at least 5 years of event management experience to ensure they have the necessary organisational and administrative skills needed for this post.  

Essential:	Knowledge of the cultural sector across Scotland and in Edinburgh
	Significant experience of project planning and management of events 
Proof of collaborative and partnership working with multiple stakeholders
Experience of managing complex budgets
Staff management experience
Experience of working with advisory groups and charitable Boards
Excellent interpersonal skills and strong communication skills
Ability to work on own initiative with the confidence to take key decisions in a timely manner 
Ability to work under pressure and adhere to deadlines 
Honesty, reliability and flexibility

Desirable:	Knowledge of Cultural Policy
		Knowledge of International Relations
Experience of working in the arts
		Experience of delivering international events


Contract type: Temporary 18 month contract (April 2019 to September 2020 – dates to be agreed)

Hours are at the successful candidate’s discretion but are expected to approximate 2 days a week initially, increasing from last quarter 2019 / beginning of 2020. The Foundation occupies office space in central Edinburgh. The Summit delivery team moves to the Scottish Parliament approx. six months prior to the event.  It is therefore anticipated the successful candidate is resident in Edinburgh, although in exceptional circumstances this condition will be waived. You will be required to work as necessary for the fulfilment of your duties and will be responsible for your own tax and National Insurance, as a freelance contractor.

Salary: £40,000 f.t.e.

Expressions of interest: by CV and covering letter to: marie.nivaigne@eicsf.com
(Please also note where you found out about this opportunity)

If you wish to discuss this opportunity in more depth, contact: 
Ben Spencer, Executive Producer - 07917665325

Closing date: 5pm, Friday 15 February

Interviews: Thursday 7 March
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