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Job Description

The ICO expects all staff to adhere to the organisation’s key values and principles, which are: to demonstrate enthusiasm, flexibility and passion; a willingness to work hard; strive for excellence and take on responsibility; be enterprising and use initiative; and support diversity in all its forms.

Job Title: 			Events and Communications Officer – Film Hub South East 

Salary: 			Grade 7 – 9. £35,684 - £39,752 (dependent on experience)

Reports to: 			Senior Manager – Film Hub South East

Working hours: 	Five days a week, seven hours per day between 9am-6pm with one hour lunch break.  We will consider requests for flexible working  hours                                                                                                                                                            					
Holidays: 	25 days per year (plus public holidays), of which a number of compulsory days must be taken during the office closure at Christmas

Contract: 	Fixed-term until 31st March 2026 with a possibility to extend based on confirmation of funding

Probationary period: 	Six months

Notice period: 		Two months

Terms and conditions
The above position is offered on a fixed-term contract subject to the completion of a satisfactory probation period.  The above details and the job description for the position of Events and Communications Officer – Film Hub South East are a guide to the nature of the work required.  They are not wholly comprehensive or restrictive and do not form part of the contract of employment. 

Purpose of the post
To nurture new talent across the Film Hub South East region and build capacity through the delivery of a broad portfolio of events. These events will enable those new to our sector to learn more about the film industry, watch cultural cinema, become familiar with local venues and develop skills as independent filmmakers and film curators. The post holder will be responsible for the delivery, communications, administration and data collection across these events.




Main Responsibilities

· Work closely with the FHSE Senior Manager and BFI NETWORK Talent Executives to plan and deliver programmes of activity to develop filmmaking talent across the FHSE region. This includes but is not limited to outreach and networking events, training courses and film screenings.   

· Work closely with the FHSE Senior Manager to plan and deliver initiatives for young (16 – 25 year olds) aspiring film curators and filmmakers across the FHSE region.  This includes a tailored support package of events, masterclasses, screenings and bursaries.

· Support the wider FHSE team in the delivery of Hub and Cross-FAN events and initiatives.

· Manage the delivery of events including, liaising with venues and suppliers, organising guest speakers, promoting events, managing recruitment, overseeing the production of event materials, administering budgets, attending events to make sure they run safely and smoothly (which may require some weekend and/or evening work), and monitoring and evaluating events. 

· Communicate key messages to filmmakers, film curators and film professionals across the FHSE region.  This includes writing copy for websites, newsletters and press releases, producing marketing materials and assets, and managing social media channels. 

· Assist the FHSE Senior Manager in identifying and progressing partnerships with organisations in the region to nurture new talent across the Film Hub South East region.

· Support venues operating in the region to develop their own work with young aspiring film curators, filmmakers, audiences and local talent.  

· Create and maintain administrative systems and processes to ensure activities function efficiently.   

· Collect the necessary data to ensure all narrative and financial reports of talent development and Young Film Network activities can be submitted to relevant stakeholders. 

· Represent FHSE talent development and Young Film Network at external meetings including with funders and partners. 

· Contribute to funding applications and planning for talent development and Young Film Network.

· Deliver commitments in our Equality, Diversity and Inclusion plan and ensure the values of inclusivity and diversity are reflected in our work.

· Take responsibility for designated tasks and use initiative and judgment to manage them appropriately and in a timely fashion as directed.

· Work in a flexible manner and be willing to undertake other duties as reasonably requested including some travel, weekend and evening work as required.

· Undertake any other duties as necessary.



Person Specification

Essential:

· A minimum of three years’ experience of delivering events, training courses and/or film screenings
· A minimum of one years’ experience undertaking communications and/or marketing tasks
· Excellent event management skills with the ability to deliver multiple events to build capacity, skills and networks. 
· Ability to communicate with a wide range of people, which may include cinemas, film festivals, film clubs, filmmakers, funders, suppliers, senior management, stakeholders, and develop good working relationships
· Ability to write engaging copy for a variety of purposes and audiences including websites, newsletters, social media, event materials, applications, reports.
· Experience of using social media in a professional context. 
· Numerate with the ability to collate accurate information (including financial information) 
· Up to date knowledge of IT with experience of using email, word processing and spreadsheets 
· Experience of setting up administrative processes 
· Ability to source supplies and suppliers on a budget
· Ability to prioritise competing workloads, and complete tasks to deadlines
· Ability to be organised, to plan and anticipate tasks
· Ability to problem solve, to negotiate and influence
· Flexible and able to adapt to changing circumstances
· Tact, sensitivity and diplomacy skills 
· Ability to work independently, to use initiative and be pro-active
· Ability to work as part of a team to deliver objectives


Desirable

· Knowledge of production and distribution
· Experience of delivering programmes for young people
· Knowledge of film exhibition 
· Experience of financial administration
· Experience of reporting
· Experience of developing partnerships 
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