
 

 

 

 

 

Glasgow Film Festival 2020 

Venue Coordinators 

Fixed Term Contract 
 

Job Description 



 

GLASGOW FILM/ 

Information for applicants:  
Glasgow Film Festival 2020 Venue Coordinators 
   
November 2019 

Dear Applicant, 

Thank you for your interest in our fixed term post of Venue Coordinator at Glasgow 
Film Festival 2020. 

In this pack, you’ll find some background information about Glasgow Film, along with 
more detailed information about the role, a job description, a person specification, 
and broad terms and conditions. 

If you’d like to apply for the post, please download the application form and the equal 
opportunities monitoring form from our website https://glasgowfilm.org/glasgow-film-
festival/gff-vacancies. 

Please refer to the job description and person specification in your application, telling 
us why you are interested and what skills and experience you would bring to the 
organisation.  

Completed applications and a cover letter should be addressed to Caroline Rice and 
emailed to vacancies@glasgowfilm.org along with your up to date CV and completed 
equal opportunities form. Please note that, in line with our environmental policy, we 
only handle applications electronically. The closing date is 10am on 9 January 2020. 
We will confirm we have received your application by e-mail. 

We will hold interviews on 20 and 21 January 2020.  Please let us know, in your 
cover letter, whether you would be available for interview on these dates so that we 
can be aware, in plenty of time, if we need to make alternative arrangements for any 
short-listed candidates. 

If you need more information before you apply, please contact us by emailing Tony 
Harris, Venues and Volunteer Coordinator at tony.harris@glasgowfilm.org.  

We look forward to hearing from you and thank you again for your interest. 

Yours truly 

 

 

Allison Gardner 
Programme Director/Festival Co-Director 
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About Glasgow Film/ 

Our Mission: 

Glasgow Film is a national centre for film and moving image media where 
audiences and filmmakers experience and debate cultural practice and ideas 
through diverse, unique and quality programmes that transform the way 
people see the world, through film.  

Quality programming, engagement and learning are central to the ethos of 
Glasgow Film. We aim to create excellent, accessible and innovative moving 
image programmes and creative learning opportunities around film for all age 
groups. We want to enable people of all ages and backgrounds to experience 
a diverse film programme with the potential to intersect with their lives in 
meaningful and inspiring ways.  

Glasgow Film is... 

• The GFT, Glasgow’s centre for film-lovers. Glasgow Film Theatre has been 
leading the way in specialised cinema for over 40 years. Our three screens 
show 100% specialised titles, first run world and independent cinema, artists’ 
experimental work, issue based programmes, thematic seasons, repertory 
programmes, Scottish produced work, festivals, and a programme of event 
cinema and live broadcast.  

• Glasgow Film Festival (GFF) established in 2005, has become the launching 
pad for the best of international and Scottish cinema and is recognised as one 
of the top three film festivals in the UK. GFF presents a unique programme 
including feature films, industry workshops, special events and work for 
children and families. Our approach is 'up close and personal' where 
audiences and creative industry practitioners get the opportunity to meet 
filmmakers from around the world.  GFF also presents a week-long GFF 
Schools Week and produces the Glasgow Youth Film Festival (GYFF) one of 
the most innovative youth film festivals in Europe. Programmed by young 
people, it presents an outstanding range of international films and creative 
workshops for young people across the city. 

• Glasgow Film’s Engagement and Learning programme works across all of 
Glasgow Film, both physically and virtually, and working with schools, 
colleges, universities and the community, aims to provide and nurture creative, 
inspiring, informative and participative public engagement and lifelong 
learning opportunities around cinema and the moving image. 

• Film Hub Scotland, part of the BFI’s Film Audience Network and is one of 
the eight Hubs across the UK with the aim of extending film choice, increasing 
audiences, and enhancing opportunities for audiences across Scotland to 
deepen their relationship with film.  



 

Glasgow Film Festival Venue Coordinator (fixed term contract)  

Terms and Conditions 

 
Employer:   The Glasgow Film Theatre Ltd. 
 
Salary:  £22,560 p/a pro rata 
 
Term: 26 February – 8 March 2020, plus two pre-festival training 

sessions on 7 or 9 February, and 14 or 16 February. 
  
Hours:  Approximately 60 hours across the festival and training 

as necessary to fulfil the scope of responsibilities within 
the post. This will involve some weekend and evening 
work.  

 
Right to work:  The successful applicant will be required to provide 

documentation under the Immigration, Asylum and 
Nationality Act 2006. 

 
References: Offers of employment are subject to the receipt of 

references that are satisfactory to Glasgow Film 
 
Start date:  This position will start on 26 February. 
 
 
Glasgow Film is an Equal Opportunities Employer and as such positions will 
be offered to the candidate with the required skills for the post and without 
consideration to a candidate’s race, colour, ethnic origin, nationality, national 
origin, religion or belief, sex, sexual orientation, gender reassignment age, 
marital or civil partnership status or disability. 
 

 

 

 

 



 

JOB DESCRIPTION:  

GLASGOW FILM FESTIVAL VENUE COORDINATOR X 10 POSTS 
AVAILABLE  

Reports to: Venues and Volunteer Coordinator 

Who are we looking for?  

Glasgow Film Festival are seeking enthusiastic individuals to assist in the 
coordination of our venues and the directing of our large volunteer team.  

This is a challenging role that requires good customer service and excellent 
organisational skills. Candidates must be reliable, flexible, and confident in 
dealing with people. Experience of working in a venue (e.g. cinema, theatre or 
similar) and overseeing staff or volunteers is essential.  

This is a fun and demanding role which would be suitable for a people-person 
who is looking for experience in events, festivals and the creative industries. 

Purpose of post: 

Glasgow Film Festival will deliver around 400 film screenings and events 
during February and March in venues across Glasgow. In order to help the 
festival run smoothly we are seeking several organised and motivated Venue 
Coordinators to oversee the running these venues.  

You will supervise and motivate volunteers, liaise with Box Office over 
ticketing, meet and greet festival guests, set up events and make sure they 
run to schedule. The main festival venues are Glasgow Film Theatre (GFT), 
the Centre for Contemporary Arts (CCA) and Cineworld on Renfrew Street, as 
well as our Festival Hub at DoubleTree by Hilton. Additional venues will be 
used for pop-up events around the city.  

The Venue Coordinators will work closely with the Venues and Volunteer 
Coordinator, Duty Managers, as well as the rest of the festival team and 
festival volunteers, of which there are around 200. 

 
Responsibilities:  

• Supporting the festival team to deliver events in venues for GFF20 

• Supervising volunteers and identifying their strengths 

• Communicating effectively with festival staff and volunteers 

• Ensuring health and safety requirements are observed, and 
environmental and sustainability policies are adhered to 

• Attending Venue Coordinator training session and Volunteer Induction 
session 

• Responding to situations quickly and flexibly 

• Motivating volunteers to work together to ensure high quality customer 
service at all times 

• Ensure volunteers are safe and looked after on site 



 

There are also some key elements that will be specific to certain roles. 

Front of House Venue Coordinators 
GFT, CCA and Cineworld:  

There are two shift patterns (e.g. open – 5pm, and 5pm – close) which will 
include weekdays and weekends.  

Role specific responsibilities will include: 

• Liaising with Duty Managers, Box Office and Front of House staff to 
ensure smooth running of events 

• Managing queues in our busy foyer areas 

• Organising rush queues for industry delegates 

 

 

Festival Hub Venue Coordinators 
DoubleTree by Hilton:  

Shifts will generally be early (e.g. 0930 – 1800) with occasional later start and 
end times. This will include weekdays and weekends. 

Role specific responsibilities will include: 

• Supporting the Industry, Guest and Press teams at the Festival Hub 

• Overseeing the registration desk 

• Liaising with hotel staff for providing amenities and refreshments 

• Welcoming festival guests and delegates 

• Setting up rooms for events 

 
Special Events Venue Coordinators 
Various pop-up venues: 

Shifts will tie in directly with our special events programme. This is likely to 
include 8 shifts across the festival dates at varying times of day. 

Role specific responsibilities will include: 

• Assisting the Events Producer to deliver our pop-up events 

• Helping to set up facilities and set dressing 

• Ensuring efficient delivery of front of house requirements 

• Liaising with venue staff and external contractors to facilitate event  
 



 

Relief Venue Coordinators 
Across all venues: 

The Relief VC will provide cover across all our venues, and the shift pattern 
will reflect a mix of early and late shifts across all the festival dates. 

Role specific responsibilities will include: 

• Supporting your fellow Venue Coordinator team and the staff at various 
venues 

• Familiarising yourself with a mix of all duties described for above VC 
roles 

• Being able to work a flexible and changeable shift pattern 

 

 

This job description describes the principal purpose and main elements of the 
job at this time. It is a guide to the nature of the main duties as they currently 
exist but is not intended to be all-inclusive. The post holder is expected to 
work flexibly and respond positively to changing business needs.  

 



 

PERSON SPECIFICATION:  

KNOWLEDGE 
ESSENTIAL (E)/ 
DESIRABLE (D) 

Excellent IT skills  D 

Knowledge of ticketing procedures and guest lists D 

Good local knowledge and familiarity with festival venues D 

An understanding of environmental and sustainability issue 
and commitment to assisting GF in reducing its carbon 
footprint 

E 

Knowledgeable and enthusiastic about film and festivals D 

EXPERIENCE 

Working in a busy public-facing environment E 

Supervising and motivating a team D 

Experience of health and safety requirements in public 
spaces 

E 

SKILLS AND ABILITIES 

Excellent organisational skills and strong time 
management abilities 

E 

Excellent interpersonal skills  E 

Ability to lead and motivate a team E 

Strong problem-solving ability D 

Ability to work under pressure  E 

Skilled in identifying volunteer strengths and delegating 
duties accordingly 

D 

Ability to work well with internal and external colleagues, 
collaboratively and in a team-oriented way  

E 

Ability to work flexibly, in the evenings and at weekends as 

appropriate 
E 

 


