EDITORIAL COORDINATOR - JOB DESCRIPTION

Overview

Provide editorial and administrative support to the Festival Director, Advisory Chair and Committee.  Oversee the development of sessions by providing background information on issues and panel. Co-ordinate all correspondence with panellists and chairs. Keep up to date editorial information for website, programme and database. 

Responsibilities include:

· Organising all editorial meetings. Ensuring relevant documents available for all meetings. Provide briefing notes for Advisory Chair ahead of Advisory meetings (and Executive meetings if required).

· Updating the editorial database, liaising with producers to chase treatments and up to date session details. 

· Regular contact with committee and producers to check on session progress.

· Researching and securing relevant panellists and chairs for sessions, and background information for sessions.   

· Proactively researching for ideas, editorial themes, chairs and panellists.

· Organise the Channel of the Year Awards: securing judges, tapes, oversee event production.

· Organise MGEITF London Events, securing speakers, chairs and oversee all event details.

· Provide full administrative support: filing, organising meetings, catering, minuting and providing action points.

· Corresponding with producers, panellists and chairs regarding all editorial and practical Festival issues.

· Together with the Festival Director, briefing the Panellist Coordinator on individual panellists, chairs and producers.

· Production support: check contact reports for all relevant editorial details.

· Liaise with Production Director to recruit stewards and crew, organise accommodation for stewards.

· Organise miscellaneous production issues outside the production team i.e. equipment ordering, liaise with post production, organise any crew events or meetings.

· Coordinate with production team on session changes, scheduling issues before and during the Festival.

· Assist with scheduling the Festival programme.

· Oversee production of Festival screenings.

· Administer the Festival’s press cuttings service. Organise the Festival’s newspaper and magazine, and monitor MGEITF mentions.

· Responsible for updating and managing website. 

· Liaise with press director to support writing and distribution of press releases.  Provide any admin support for PR including building press lists, administer press delegates and prepare press packs.

· Contribute to the editorial in printed programme, press releases and website. 

· Undertake general office duties. 

