
PURPOSE OF JOB

Principally to assist the Director and Programme Manager with the operations of Leeds Young People’s Film Festival 2012. Including support with all aspects of Festival production from film and venue booking, programming of films and workshops to outreach and event management. Support for all year-round educational projects such as Film Academy and MediaFish.

20 Feb – 23 March, 3 days per week / 26 March – 6 April, full time / 9 April – 13 April, 3 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 venues, film distributors, workshop leaders and volunteers.

Film
· Maintaining entries database.
· Programme support – researching films, requesting and viewing, programme suggestions.
· Assist Programme Manager in organising print transport for all films in programme.

· Managing the INDIs (Independent Direction Young Filmmakers Award) film programme for LYPFF including inviting filmmakers and coordinating INDIs day.
Festival
· Supporting the delivery of all LYPFF projects including the Festival and those listed above to include workshop bookings, equipment bookings and any other production aspects, - e.g. risk assessments, providing maps for directions, etc, including attending events if required. 
· Prepare workshop folders / boxes for all venues.

· Ensure Film Academy equipment fit for purpose (e.g. software up to date on Macs, cameras & Macs charged, etc) and materials available. Film Academy room clean and tidy.

· Assist in the successful delivery of workshops & masterclasses during the Festival and for other projects.
· Organise guest travel and accommodation; guest liaison.
· Preparation / dressing of venues.
Marketing

· Obtain film credits, synopses and stills for website and Festival brochure.
· Assist the Programme Manager to coordinate with the Marketing Intern to supply material for press releases, regular updates about the programme, admin support for mail-outs etc.
Staffing

· Provide support to Programme Manager in coordination of MediaFish volunteers, including timetabling in line with child protection guidelines. Supervision of the MediaFish volunteers during the festival and any other time.
· Provide training to the Young Jury and help to supervise them throughout the Festival.
General
· At all times abide by and undertake the accountabilities of the post in accordance with the council policies including the Child Protection, Equal Opportunities and Health and Safety policies. Please note: we will provide you with a council Enhanced Criminal Records Bureau check. 
· 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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