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Role Description  

 

Title:    Film Hub Data and Communications Coordinator  

 

Reporting to: Film Hub Midlands Manager 

 

Relationships: Film Hub Midlands team; Midlands based Film Exhibitors, BFI FAN 

Colleagues 

 

Location:  Midlands. Office based in Nottingham with hybrid flexible home 

working available. 

 

Staff responsible for: No direct reports 

 

Functional responsibility: To be responsible for the operational coordination of Film Hub 

Midlands and provide support to the Film Hub Manager.  

 

Hours worked: 37.5  

  

Salary Grade Grade 3 £24,557 

 

Start date:  Preferred start date: June 2022. Please note this role is fixed term 

until March 31st 2023.  

 

 

About Film Hub Midlands 

Film Hub Midlands is a partnership between Broadway Cinema, Nottingham and Flatpack, 

Birmingham and is a driving force behind film culture in the Midlands. By providing funding and 

training, we aim to help more people in the region watch, make, and show films.   We are part of 

the BFI Film Audience Network (FAN), which was set up in 2012, using funds from the National 

Lottery to support a stronger and more connected approach to growing audiences for British 

and international film on the big screen.  Since 2018 Film Hub Midlands has led on BFI Major 

Programmes, delivering UK-wide film seasons and programmes. Also includes in the team are 

two BFI NETWORK Talent Executives and a Slate Coordinator, delivering support to the regions 

filmmaking community.  
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About Broadway 

Screening independent British and World film alongside Hollywood blockbusters and classic 

cinema retrospectives, Broadway is one of the UK’s leading independent cinemas attracting 

thousands of visitors each year to its four screen cinema, Café Bar and meeting, workshop and 

office spaces. 

  

Broadway’s wider role includes encouraging the development of new talent and supporting 

learning through programmes such as the BFI Film Academy, and innovation and enterprise for 

people working in the creative and digital industries with initiatives such Near Now, Broadway’s 

studio for arts, design and innovation, and the Near Now Fellowship, their artistic and 

professional development programme. 

  

Broadway hosts award-winning filmmakers such as Jeanie Finlay (Game of Thrones: The Last 

Watch, Seahorse: The Dad Who Gave Birth) and Wellington Studios (BAFTA Scotland award-

winning Calibre, London to Brighton ) who regularly receive international acclaim for their work. 

Broadway is also the home of the BFI’s Film Hub Midlands, a key driving force behind film 

culture in the Midlands that provides training and funding to ensure people in the region watch, 

make and show films and has also been awarded a BFI Screen Diversity Mark. 

 

 

Purpose of Role 

 

This role is essential to the delivery of Film Hub Midlands and the film exhibition landscape of 

the midlands. You will be the primary point of contact for Film Hub Member organisations, 

supporting them to deliver audience development projects across the region to help meet the 

objective of FHM and the wider BFI Film Audience Network.  

 

Working closely with the Film Hub Midlands Manager and the wider Major Programmes and 

NETWORK team, you will be responsible for the operational coordination and administration of 

the project with a particular focus on data management and communications.   

 

The successful candidate will have an eye for detail, good administration skills and ability to 

monitor complex and numerous projects. Above all you will have a passion for film and be an 

excellent communicator in a range of contexts. 
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Key Responsibilities 

 

 Act as a first point of contact for Film Hub Midlands enquiries from across the Midlands 

and a point of contact for teams with awarded projects based in the Midlands  

 Deliver routine communications and correspondence with Hub Members and partners 

 Be responsible for communication of hub activity via website, social media, newsletters 

 Assist the hub manager by providing administrative support for FHM activities  

 Maintain systems for the reporting of statistical data of numerous and complex projects 

 Participate in BFI FAN meetings as required in relation to reporting, data and 

communications.  

 Project management of the smaller PitchPot scheme, in liaison with FHM Partnerships 

and interventions Manager 

 Manage and track FHM Bursary Scheme 

 Coordinate member meetings and events 

 Ensure project wide compliance with audience surveys 

 Project tracking and compliance – following up on awarded projects, ensuring adherence 

FHM guidelines and reporting requirements. 

 Collating and inputting data from Film Hub Members with awarded projects for BFI 

quarterly reporting, and back to the members  

 

 

 

Person Specification 

Essential: 

 

 A passion for film 

 A demonstrable commitment to the principles of diversity and inclusion and their 

practical application and integration in the work environment 

 Experience with reporting to stakeholders 

 Experience with communication tools such as Mailchimp, TweetDeck, Slack 

 A high level of organisational skills with the proven ability to meet deadlines and targets 

while working in a busy environment 

 An ability to plan in relation to moving timelines and schedule meetings with multiple 

attendees 

 An excellent attention to detail and ability to be consistent in quality of work 

 Excellent communication skills and ability to deal effectively with people at all levels 

 Advanced IT skills, proficiency in Excel  

 The ability to develop and maintain good collegiate working relationships 
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Desirable: 

 Understanding of Google Data Studio 

 Understanding of public funding grants and reporting 

 Experience of delivering or coordinating audience facing film activity  

 

Additional Information 

 

This role is part of Film Hub Midlands, a project supported by the current BFI 2022 strategy 

which ends on 31st March 2023.  

 

Application Deadline: Tue 24th May 12 noon. 

 

Interviews: Tuesday 31st May, at Broadway Nottingham.  

 


