
PURPOSE OF JOB

Principally to assist the Director and Programme Manager with the marketing, outreach and communications of Leeds Young People’s Film Festival 2012. Including support with all aspects of Festival marketing from managing contact lists, writing press releases to maintaining social network sites. Support for all year-round educational projects such as Film Academy and MediaFish.

23 Jan – 2 March, 3 days per week / 5 March – 13 April, full time (would consider 4 days)

MAIN RESPONSIBILITIES
General Admin

· Support the smooth running of the Film Festival office(s) including photocopying, fielding phone calls, mail outs, typing letters, arranging meetings and corresponding with supporters, partners and volunteers.

Marketing

· Develop new creative, cost effective ideas that compliment Film Festival marketing activity and identify good PR and photo opportunities.
· Monitor ticket and pass sales; use media partners and specialist groups to extend awareness and implement special offers and incentives.
· Create distribution strategy for print material including any teaser promotions and the official brochure, use distribution points and outlets to attract new attendance; work alongside supporters and partners to implement an effective far-reaching distribution campaign.
· Coordinate feedback and questionnaires data and complete marketing evaluation report.
Outreach

· Ensure customer and industry database and email list are clean and up to date.
· Prepare and send regular Film Festival e-Newsletter.
· Update and maintain contacts list with community / volunteer groups, educational establishments, societies and listing sites. Feed programme information to relevant contacts.
Press

· Update press list.

· Collaborate with Director in writing regional, national and specialist press releases.
· Liaise with Leeds City Council Marketing Team to maximise benefit of press releases.
Social Networking

· Maintain LYPFF social networking sites (e.g. Facebook, Twitter, Flickr, YouTube, etc) and create relevant updates as and when required to promote the Film Festival programme and generate new customers.

· Increase membership to LYPFF’s social networking sites and email newsletters.
General
· At all times abide by and undertake the accountabilities of the post in accordance with the council policies including Child Protection, Equal Opportunities and Health and Safety policies. Please note: we will undertake an Enhanced Criminal Records Bureau check for you. 
· Positively represent the Festival, Development Department and Leeds City Council to the public, press, sponsors, supporters, venues, suppliers and film professionals at all festival functions and events.
· Help the Film Festival to achieve its mission and objectives by being aware of them throughout all work practice. 
· Carry out any other duties defined by the Director and Programme Manager which may from time to time be necessary to further the aims of the Film Festival.
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