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Belfast Film Festival 
Belfast Film Festival is a vibrant and energetic organisation, which plays a central role in the cultural life of Belfast. The organisation has delivered an annual Belfast Film Festival since 1995, and in 2018 initiated Docs Ireland, promoting a dynamic year long programme of fiction and documentary film events, that are entertaining, provocative and inclusive, attracting a diverse and growing audience. Belfast Film Festival also provides a platform to showcase the local industry and facilitate cultural debate. 

FREELANCE CONTRACT 

TITLE:  


Volunteer Coordinator 
FIXED TERM: 

6 weeks (variable) from September - 13 November 2022
FEE:



£3,000
RESPONSIBLE TO:  
Head of Events / Head of Marketing
EXPERIENCE: 
Experience of successfully coordinating and managing a team of volunteers or similar role is required.
Duties and Responsibilities
· Arrange volunteer staffing and rotas for all venues during both festivals

· Work with Marketing team and Guest coordinator to assign specific volunteers to roles within their interests where applicable

· Plan and attend the Volunteer Induction, with Events Manager.

· Set up and manage a Whatsapp group and Facebook group to keep Volunteers informed

· Manage all matters relating to BFF volunteers in the run up to and during the festival period 
· To ensure the smooth running of the Belfast Film Festival Volunteer rota

· Become familiar with the BFF programme, in particular the timings and schedule of events and screenings.

· Have a clear understanding and good knowledge of all festival events and venues to ensure you can deal with staffing and volunteer queries regarding festival events

· Liaise with Festival /Events/Marketing Manager to keep them up to date with volunteer availability issues.

· To ensure all volunteers have been emailed the Volunteer handbook and are clear on what is expected of them

· Ensure you and the volunteer team always give a high level of customer care

· Monitor and resolve any customer service issues that may arise and any issues with volunteers throughout festival. 

· Complete an evaluation at end of the Festival
MARKETING & EVENT DELIVERY SUPPORT
· Assist with the team in the successful delivery of BFF22 event & marketing objectives 
· Support the content gathering process for BFF’s website and online platforms
· Answering festival related queries from the general public (email / phone)
· Assist with the event delivery where required during the busy festival period
· Work with the team to maximise ticket sales, marketing and publicity opportunities.

· Minor photography tasks and filing of photographs for use on social media 

 Other Duties

· Any other duties which may arise in relation to general festival activities
