
 
SIFF CINEMA EVENTS TEAM 

Event Planning &  Outreach Associate (Seasonal) 
Job Description 

 
SIFF's mission is to create experiences that bring people together to discover extraordinary films 
from around the world. It is through the art of cinema that we foster a community that is more 
informed, aware, and alive. 
 
OVERVIEW AND IMPACT 
The  SIFF Cinema Events Team  consists of three seasonal employees focused on creating 
events to enhance screenings in SIFF Cinema (“eventizing” screenings).  These events are 
designed to either:  

1. Increase ticket sales for the screening OR 
2. Engage with and recognize important SIFF stakeholders such as donors, members, 

potential donors and passholders 
 
This team is testing the hypothesis that increasing eventized screenings in SIFF’s year-round 
cinemas will increase ticket sales.  The three seasonal employees - Event Planning & Outreach 
Associate, Marketing Associate and Operations Associate - will work as a cohesive unit and 
collaborate with existing SIFF staff and stakeholders to concieve of, plan and execute successful 
events. 
 
The  Event Planning & Outreach Associate  is responsible for collaborating with the team to 
generate event concepts and building and maintaining relationships with external stakeholders 
who can serve as marketing partners and/or provide access to event content/experts: 

1. Businesses or multi-family residences in close proximity to SIFF Cinemas 
2. Significant employers, multi-family residential facilities or institutions (eg universities)  
3. Community and special interest groups  

 
REPORTING RELATIONSHIP  
Executive Director 
 
PRIMARY DUTIES & RESPONSIBILITIES 

● Bring event planning experience to enhance the team’s event concepts, preparation and 
execution  

● Build relationships with businesses, multi-family residences and special interest groups 
within a 0.5-1.0 mile radius of the SIFF Cinemas 

● Build relationships with targeted special interest groups, large employers, large 
multi-family residences, institutions and experts throughout Seattle 

● Identify, plan and execute opportunities to partner with those in the network to promote 
SIFF Cinema to drive ticket sales and revenue through joint promotions, events, promo 
codes, etc 

● Collaborate with the SIFF Cinema Events Team and other SIFF employees (Marcom, 
Ops, Programming, etc) to conceive of, plan, market and execute cinema events  

● Collaborate with the SIFF Cinema Events Team to review upcoming screenings and 
identify opportunities to eventize through relationships with filmmakers and/or the film 
industry, community partnerships, social events, etc. 

● Distribute marketing and promotion materials to community partners 

 



 
● Coordinate with SIFF’s Special Events Manager regarding relationships with existing or 

potential food, beverage and/or venue sponsors or vendors 
● Document and maintain contact info for the network of relationships - share the contacts 

with appropriate SIFF staff 
● Coordinate with SIFF Cinema Events Team members to ensure sufficient onsite 

coverage - including attending events as required to ensure smooth operations 
● Recommend ways to improve the job description, role and reporting structure for future 
● Other duties as assigned 

 
QUALIFICATIONS 

● Experience with event planning and/or management  
● Proven customer service skills 
● Ability to exhibit consistent follow-through and can work under time constraints  
● Demonstrated ability to remain calm during stressful situations 
● Demonstrated ability to work with diverse, creative personalities 
● Excellent oral and email communication skills 
● Attention to detail  
● A positive and professional attitude with strong diplomacy skills 
● Ability to maintain confidentiality and discretion at all times 
● Ability to maintain professional demeanor while interacting with SIFF guests which may 

include filmmakers, actors and/or other high-profile individuals 
● Ability to take initiative, show good judgment, and multitask in a fast-paced environment 
● Ability to meet deadlines and to anticipate next steps or needs 
● Work effectively both independently and as part of a team 
● Experience using Microsoft Office, specifically proficiency in Word and Excel 
● Experience using Google Apps, specifically Drive, Docs, and Sheets 

 
REFERENCES 

● Please provide at least three references that speak to your sense of camaraderie, 
integrity, professionalism, responsibility, and flexibility. 

 
DATES OF EMPLOYMENT 
Full-time (40 hours/week)  October 15-December 31, 2019 
 
TO APPLY:  Email letter of interest and resume to siffjobs@siff.net indicating  SIFF Cinema 
Outreach Associate  in the subject line. 
 
SIFF is an equal opportunity employer.  We seek to hire candidates that reflect the cultural 
diversity of our community.  We believe every employee has the right to work in an environment 
free from unlawful discrimination as is consistent with our commitment to diversity, respect, and 
inclusion. Consistent with applicable federal, state, and local laws, SIFF provides all employees 
and applications with equal opportunity in all aspects of the employment relationship. 

 


