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Job Title: 
Volunteer Coordinator, 2020 Edinburgh International Culture Summit 

Reporting to: 
Executive Producer, EICSF
Job Purpose: 
Manage and deliver the volunteer programme for the 2020 Edinburgh International Culture Summit. 

Line management responsibility: Volunteers 

The Edinburgh International Culture Summit brings together Culture Ministers, artists, thinkers and arts leaders from around the world to share ideas, expertise and best practice, with a view to inspiring positive change in cultural policy and investment.

The Edinburgh International Culture Summit is an initiative of the British Council, Edinburgh International Festival, Scottish and UK Governments and Scottish Parliament, where the summit has traditionally been held. Set against the incomparable backdrop of one of the world’s greatest cultural events, the Edinburgh Festivals, the Culture Summit is uniquely placed to facilitate genuine and creative exchange between practitioners and policy-makers.

Programming and production of the Summit is managed by the Edinburgh International Culture Summit Foundation. The Volunteer Coordinator will work closely with other members of the Culture Summit delivery team, principally the production manager, and with the Summit partners, to deliver the event to the highest standards. 

The core purpose of the Volunteer Coordinator role is to manage the volunteer programme which supports the 2020 Edinburgh International Culture Summit. The role requires a high standard of administrative ability and experience, excellent communication and interpersonal skills, and experience working with volunteers.
‘Volunteers’ assisting with delivery of the Summit are typically senior professionals from partner organisations who support the attendance of international delegations to the Summit, and members of the general public who assist the Summit Foundation with the smooth running of the delivery of the event and associated activities. The Volunteer Coordinator will be responsible for the management of both programmes. The successful candidate will demonstrate a high level of professionalism and a sensitivity to the challenges of working with international delegations from a range of countries, in the setting of the Scottish Parliament.  
Specific Responsibilities include: 

· Review and refine the volunteer recruitment process and work with Summit partners to recruit volunteers appropriately 
· Develop appropriate volunteer roles for the Summit, in conjunction with the EICSF team
· Manage responses to volunteer advertisements, collate volunteer applications and allocate roles, matching skills to needs

· Develop briefing documents and lead on briefing volunteers

· Co-ordinate all volunteer activity 

· Ensure all volunteers are adequately trained and prepared to deliver the Summit to the highest possible standards 
· Co-ordinate security passes and administrative requirements associated with working within the Scottish Parliament 
· Manage volunteers during Summit 2020 (August 22 – 24 2020) and associated activities, and be the main point of contact for volunteers before and throughout the Summit 
· Contribute to the evaluation process and post-Summit reporting
PERSON SPECIFICATION 

Essential Knowledge, Skills and Experience 

Experience of training and managing volunteers
Experience of working within an event delivery/conference/festival environment  

Knowledge of best practice/legislation in relation to working with volunteers 
Excellent interpersonal skills 

Strong written and verbal communication skills 

Strong administrative skills and attention to detail, and able to meet strict deadlines 
Reliability and flexibility

An ability to work under pressure, and a positive attitude to problem solving 
Contract: Temporary  Freelance Contract – dates to be agreed (March 2020 to September 2020) 

Salary: c. £32,000 pro rata p.a. (paid on a monthly basis) 

The working pattern will begin on 2 days per week initially rising to 4 days in May 2020. The role is offered on a freelance basis. Office space will be provided in central Edinburgh. 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. 

Expressions of interest: by CV and covering letter to marie.nivaigne@eicsf.com 

Closing date: 3rd February 2020  
Interviews: 10th or 11th February 2020 
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