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Edinburgh International Book Festival

Job Description: Warehouse Manager
Temporary contract, late June – late October 2008
Background

The Edinburgh International Book Festival began in 1983 and is now a key event in the August Festival season, celebrated annually in Scotland's capital city. Biennial at first, the Book Festival became a yearly celebration in 1997. 

Throughout its 24-year history, the Book Festival has grown rapidly in size and scope to become the largest and most dynamic festival of its kind in the world. In its first year the Book Festival played host to just 30 'Meet the Author' events. Today, the Festival programmes over 700 events, which are enjoyed by people of all ages. 


Each year writers from all over the world gather to become part of this unique forum in which audience and author meet to exchange thoughts and opinions on some of the world's most pressing issues. 

Running alongside the general programme are the highly regarded RBS Schools and Children's Programmes, which have grown to become leading showcases for children's writers and illustrators.

An unusually high proportion (over 83%) of our income is self-generated, raised from ticket sales, book sales and sponsorship. The Book Festival receives only 17% of its budget from public funds (Scottish Arts Council, City of Edinburgh Council). 

The Edinburgh International Book Festival is a VAT registered company limited by guarantee and has charitable status. 

The Warehouse Manager will report to the Booksales Manager. Their main duties will include ensuring that:

Before and during the festival:

· All incoming books are processed quickly and accurately 

· General and event stock are identified and organised for delivery to the site

· All paperwork is completed quickly and accurately

· Details of shortages and damaged books are reported to publishers and accurate details of any claims kept

· Reports on significant books that are unavailable are passed immediately to the Booksales Manager

· Deliveries to site during the festival are organised properly

· Staff are managed and deployed effectively

After the festival:

· Returns from the site are processed quickly and accurately

· Once permissions are received, books are returned speedily to suppliers via the appropriate channel

Person Specification

The successful candidate will possess the following:

· Supervisory or managerial experience

· Experience of working within a goods inwards environment

· The ability to work effectively as part of a small team

· The ability to work to deadlines

· An enthusiastic personality with a flexible can do attitude

· A clean driving licence

· Be physically fit as a considerable amount of heavy lifting will be required

· Be computer literate

We are committed to making the Book Festival as accessible as possible to customers, participants and staff. If you have any specific access requirements or concerns please let us know and we will do our best to meet your needs.

Terms and Conditions

This is a temporary position from late June to late October. The Warehouse Manager will work at the warehouse situated at Heron Square, Deans Industrial Park, Livingston EH54 8QY. The applicant should expect to work Monday to Friday.

Average hours: Monday – Friday, 9am – 5pm (including 2 x 15 minute tea breaks and an unpaid lunch break of 30 minutes) ROP £8.00 per hour for a 7.5 hour working day. If the weekly hours worked are less than 37.5, then the number of hours worked in that week will be paid for. Please note that there are no contracted minimum number of hours for this job and additional hours may be required in the run up to the festival and definitely on Saturday mornings during the festival. This will be compensated for by time off in lieu or payment at the standard rate.
The Edinburgh International Book Festival is an equal opportunities employer.

Applications

Please fill in the enclosed application form and send it with a CV (optional) and a covering letter outlining your suitability to:

James Shaw

Booksales Manager

Edinburgh International Book Festival

5a Charlotte Square

Edinburgh 

EH2 4DR

Or email it to jobs@edbookfest.co.uk
