
 

Job Description 

Job title:     Assistant Producer 

Reporting to:   Head of Cinema, Birmingham  

Staff responsible for:  TBC    

Functional responsibility:  Providing project management support, first line advice and 

contact with community contacts and ambassadors   
 

Hours worked:    24 hours per week  

From time to time the role may require out of hours working 
related to travel, attendance at evening events, industry 
events and/or film festivals.  

Term: Fixed term 30th March –30th July 2020 

Location:    Birmingham 

Salary:    £tbc 

Date issued:    10.03.20  

 

About Birmingham Indian Film Festival  

The Birmingham strand of the Bagri Foundation London Indian Film Festival (LIFF), Europe’s largest 
South Asian Film Festival which has been running since 2010, which extended to Birmingham in 
2015.  

The festival presents a carefully curated selection of the very best new independent cinema from 
the Indian subcontinent including feature films, documentaries and short films by both acclaimed 
and new filmmakers. 

Films are shown at Cineworld, Broad Street and mac Cinema, Cannon Hill Park and The 
Mockingbird Cinema & Kitchen at The Custard Factory in Digbeth. 

About Bagri Foundation London Indian Film Festival 

The UK and Europe’s largest South Asian film festival showcasing an entertaining and thought 
provoking line-up of independent films that offer a rare window into a billion South Asian lives in 
the sub-continent right now. LIFF presents one of the most diverse film offerings in the UK film 
calender and are proudly supported by the BFI’s National Lottery Audience Fund. 
 
Partner venues include BFI Southbank, Barbican, Picturehouse, Cineworld Cinemas, Genesis 
Cinema, Watermans Arts Centre, with more venues to be announced. 

 



Assistant Project Manager 

Job specification and scope of role 

1. To work with the Head of Cinema, Birmingham to help deliver a programme of screenings and 
events for the Birmingham Indian Film Festival.  

2. To attend regular Birmingham Indian Film Festival team meetings. 
3. To liaise with counterparts in the core Bagri Foundation London Indian Film Festival team as 

required 
4. To manage and update the festival website 
5. To help develop relationships with targeted communities  
6. To work with the Head of Cinema to develop and manage the festival social media strategy 
7. To line manage the Volunteer Managers 
8. To support in following up potential leads for partners, sponsors and advertisers 
9. To support the festival’s evaluation process 
10. To work with the festival’s Marketing and PR teams and appointed Regional PR Consultant/s to 

help in the successful delivery of the festival’s marketing objectives 
11. To ensure that the reputation of the festival is upheld in terms of high-quality delivery and clear 

communication with partners, ensuring future goodwill 
12. To present any expense claims in a clear manner with receipts attached, no later than one month 

after the festival end date 
13. To report to the Head of Cinema any issues or problems in a timely manner 
14. To undertake any other reasonable responsibilities with regards to this role 

15. Manage own workload, priorities and administration effectively.  
16. Provide clear and timely reporting to the Head of Cinema on all aspects of progress and 

management of your work. 
17. Deliver excellent customer service and best practice in both internal and external  
18. Work effectively in a team, sharing responsibility with and supporting colleagues. 
19. Receive supervision and appraisal and be committed to own professional development; 

proactively setting goals and aims as part of this process 
 

Person Specification 

Essential  
 

 At least 6 months working, or voluntary, experience within a cinema, film festival or other 
cultural venue 

 Excellent organisational and administrative skills including numeracy, literacy and fluency 
with office IT 

 Attention to detail, particularly with regard to managing workflow and the need for 
transparency when recording and managing public funds 

 Ability to learn new systems, and suggest improvement 

 Ability to manage multiple priorities and meet deadlines 

 Proactive approach to problem solving and asking for help 

 An energetic approach to and understanding of the need for communication with a wide 
range of partners, stakeholders, teams and internal and external colleagues 

 Understanding and awareness of a diverse range of cultures and traditions; enthusiasm to 
work with people from a wide variety of backgrounds 

 Passion for film  
 
 
 



Desirable  
 

 Film studies qualification 

 Film journalism qualification or published critical writing, audio or video 

 Familiarity with the work of BFI Audiences 

 Experience supporting, mentoring or developing cultural organisations and talent 
 
 
Selection Process - Guidance for Applicants  
 
The job description is an overview of the scope and type of work the successful candidate will 
undertake rather than an exhaustive list.  
 
During recruitment, our selection panel will be shortlisting based on what qualities, skills and 
experience you may bring to the role, outlined in the person specification. As such, please consider 
how your qualities, skills and experience meet the person specification - either directly or with 
transferable skills from other sectors - and demonstrate in your responses your knowledge and 
experience in your application.  
 
LIFF is committed to equality of opportunity for all staff and applications from individuals are 
encouraged regardless of age, caring responsibilities, disability, gender, gender identity, marriage 
and civil partnership, pregnancy and maternity, race, religion or belief and sexual orientation.  
 
LIFF is an inclusive employer and this extends to our BIFF team. We value difference and recruit by 
merit on the basis of fair and open competition. We welcome and encourage applications from 
candidates from a range of different backgrounds and from sectors outside the Arts with relevant 
voluntary or personal experience and commitment.  
 
We are particularly committed to supporting applications from diverse and Disabled/Deaf people 
and will work to support any access requirements to ensure support is in place as required by the 
Single Equalities Act 2010.  
 
 
About the interview 
 
If you are selected for interview, our preference is to meet you in person if possible.  Our interview 
date is 27th March and we will reimburse standard class travel costs as required.  In extraordinary 
circumstance, we will consider skype or telephone interviews as part of remote assessment. 
 
If you require any access support in order to attend an interview, please let us know. 
 
 
To Apply 
 
Please submit an up to date CV (not more than two sides of A4) and a personal statement (not 
more than two sides of A4) outlining your skills and experience and addressing the selection 
criteria to dharmesh@birminghamindianfilmfestival.co.uk 
 



If you feel more confident communicating verbally than on paper, you may also submit a video 
statement with your application – please include a link to this in your cover letter if needed. 
 
With your application, we are asking you to provide your consent for us to process your data (CV) 
during the selection process and to keep your data for a period of 6 months once the selection 
process has been concluded.  Your data will be retained in order to enable us to respond to any 
enquiries about this recruitment selection process and also so that we may measure your 
suitability for any future vacancies that arise during the following 6 month period.  
 

 
Closing date: 20 March 2020 
Interview date:  27 March 2020 
Preferred start date: 30 March 2020 
 
 
 
 
 


