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Job Title: 
Executive Producer, Edinburgh International Culture Summit 2022
Reporting to: 
Programme Director EICSF
Job Purpose: 
Overall responsibility for the production and partnership management required to deliver a successful Summit in 2022
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 policymakers.

Programming and production of the Summit is managed by the Edinburgh International Culture Summit Foundation. 

The core purpose of the ​​​​​​​​​​​​​​​​​​​​​​​​role of Executive Producer is to manage the successful delivery of the 2022 Edinburgh International Culture Summit.  
The Executive Producer has line management responsibility for the Event Producer, Delegate Manager, and Volunteer Manager who will join the team as the Summit enters the delivery phase of the project. 
The role requires experience managing large scale high profile events with a complexity of stakeholders, highly developed communication and interpersonal skills, the ability to multitask, financial acuity, and resilience and flexibility. 
Specific Responsibilities include: 
· Working with the Program Director to deliver the Summit vision on time and within budget 
· Establishing strong and supportive relationships with key stakeholders and partners,  and leading and supporting the external affairs of the Summit to ensure the aims of the partnership are achieved 

· Working with partners to ensure good representation from a range of countries in attendance at the Summit and a high quality experience for international attendees, line managing the Delegate Manager to support this work 
· Oversight of the Summit’s budgetary and financial management including making grant applications and submitting acquittals/evaluations
· Working with comms colleagues to develop the digital offer for the Summit, and developing robust contingency plans in the context of Covid 

· Developing programs to support the Summit’s international aims

· Creating reports, preparing papers for Trustees, Steering group and Strategic Board meetings as required 

· Managing the HR functions of the organisation, including hiring and line managing key delivery roles (event producer, delegate manager, volunteer manager) 
· Working with colleagues, partners, advisors, suppliers and stakeholders to produce a successful event 

PERSON SPECIFICATION 

Essential Knowledge, Skills and Experience 
A track record of professional experience in large scale complex events and cultural programmes 

Experience of working with a range of senior stakeholders, preferably in a government or similar context, and the ability to nurture productive relationships at this level 

Excellent communication, negotiating and influencing skills

Strong leadership and management skills including people, and budget management 
A clear awareness of the rapidly changing cultural/events environment at present and the ability to work responsively and positively in these circumstances

Flexibility, adaptability and resilience 
Contract: Fixed Term Freelance Contract – (September 2021 to end of September 2022) 
Salary: £45-50k pro rata p.a. dependent on experience (paid on a monthly basis) 
3 days per week, with a flexible working pattern until December 2021; number of days to increase from early 2022
The role is offered on a freelance basis. 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. 
The Edinburgh International Culture Summit has offices, and is delivered, in Edinburgh. While remote working is expected in the short term, our preferred candidate will be available for regular meetings in Edinburgh when restrictions allow. 
To Apply: Please send a CV of not more than 2 pages, and a covering letter detailing how you meet the Essential Knowledge, Skills and Experience above to info@eicsf.com   
For enquiries relating to the post please contact jenny.niven@eicsf.com in the first instance. 
Closing date: Friday 17th September 2021 
Interviews: Week of 20th September 2021 
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