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Job Description 
Title: Guest Programming Manager 
Reports to: Executive Director 
Based in: Atlanta, GA, USA 
Compensation Range: $40,000-$50,000 depending on experience 
 
SUMMARY OF RESPONSIBILITIES 
The Atlanta Jewish Film Festival (AJFF), an Atlanta nonprofit arts organization, is seeking a Guest Programming 
Manager to oversee guest speakers and filmmaking talent for its annual festival and year-round initiatives. 
 
AJFF inspires diverse audiences to new levels of social and cultural understanding by showcasing entertaining 
and thought-provoking Jewish cinema from around the world. For over twenty years, the festival has established 
itself as a premier cultural institution and film event, with a passionate, dedicated fan base. 
 
The Guest Programming Manager is a full-time position that reports directly to the Executive Director. Their 
primary responsibility is curating a compelling lineup of filmmakers, actors, academics, community 
representatives, and other special guests. They then facilitate scheduling and other logistics related to guests’ in-
person or virtual participation in AJFF programs. 
 
Audience engagement with filmmakers and other special guests is a vital component of any film festival. The 
opportunity for context and conversation realized through speaker engagements takes on added significance at 
AJFF, given its mission to foster dialogue and build bridges of understanding through film. 
 
AJFF distinguishes itself among film festivals by exceeding expectations wherever possible, including extending 
“white glove” treatment to guests. As a primary point of contact, the Guest Programming Manager ensures that all 
AJFF guests are extended every professional courtesy and consideration, including timely and detailed 
communication.  
 
Critical to this position is the ability to keep track of many moving parts under aggressive deadlines, adjusting on 
the fly to changing circumstances, without losing site of the overall goals. Also essential is an ability to think 
creatively in determining which guest speakers best enhance a film program and/or advance strategic goals of the 
organization: for example, a highly marketable guest or one who enhances our community and industry relations. 
 
PRIMARY OBJECTIVES 
• Incorporate compelling guests in all AJFF programs to enhance the audience experience. 
• Execute flawless logistical support for all AJFF guest speakers, whether virtual or in-person. 
• Develop an evolving roster of guest speakers that reflect topics and themes of festival programming. 
 
RESPONSIBILITIES  
Guest Programming Research and Planning  
• Work with the programming and marketing teams to identify needs for guest programming, such as: 

o Introductions to film screenings 
o Post-film Q&A and panels 
o Standalone talkbacks and panels 
o Podcasts 
o Jury recruitment 

• Coordinate a committee of volunteers to help generate ideas and contacts with potential guests. 
• Maintain a database of past and prospective guests, including contact info, credentials, and field of expertise. 
• Advocate for, and manage, a budget to support a robust slate of guest programming, including expense 

reimbursements, honoraria, travel costs, etc. 
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Guest Selection and Invitations  
• In concert with the Executive Director, Talent Producer, and volunteer leadership, finalize guest selections 

and issue invitations to guest speakers. 
• Coordinate with the Talent Producer to secure the participation of filmmakers, cast, and other film artists. 
• Ensure all aspects of guest travel, accommodations, and any additional support are planned in advance, 

executed in a timely manner, and clearly communicated to necessary parties. 
• Coordinate with the production team to develop standard communications for guest speakers that outline all 

technical instructions, expectations, and content guidelines. 
 
Guest Speaker Management and Logistics  
• Coordinate guest schedules for virtual or in-person presentations, press availability, and community 

appearances, to make the most valuable use of their time. 
• Attend guest speaker engagements, such as Q&As, recording sessions, etc. to supervise format details, 

answer guest questions, and ensure a smooth experience. 
• Manage the jury deliberation process, including attending jury gatherings, coordinating with a jury foreperson, 

and facilitating any support jurors require. 
 
QUALIFICATIONS AND EXPERIENCE 
Candidates should: 
• Be organized with a detail-oriented approach. 
• Be focused on problem-solving and constructive collaboration, with an ability to remain calm in high-pressure, 

evolving situations. 
• Be creative and curious, always thinking about ways to enhance AJFF programs. 
 
TECHNICAL REQUIREMENTS 
• Excellent written and oral communication skills that are effective with a diverse range of audiences. 
• Proficiency in Microsoft Office, including Word, Excel, and PowerPoint. 
• Excellent research skills, particularly using social media to identify and connect with potential guests. 
• Prior experience in talent booking is preferred, though not required. 
 
BENEFITS 
• AJFF offers competitive employee salary and benefits including medical, dental, and vision insurance. 
• AJFF staff receive unlimited paid time off and the freedom to work remotely much of the time. 
 
As an equal-opportunity educator and employer, AJFF prides itself in celebrating diversity and does not 
discriminate in any of its programs, policies, procedures, or employment practices on the basis of race, color, 
national origin, or ancestry, citizenship status, religion, sex, pregnancy, childbirth or related medical condition, 
gender identity, sexual orientation, or age. 


