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Operations Coordinator/ PA to Director of Finance & Operations – BRISTOL 
  

Creative England invests in and supports creative ideas, talent and businesses in film, TV, games and 

digital media delivering a wide range of initiatives and programmes for the sector.  

  

This is a front house reception role providing comprehensive administrative, organisational and support 

service to the Operations team, including maintaining administrative systems & processes. The ideal 

candidate will be an extremely organised person with strong administrative skills and attention to detail. 

The Operations Coordinator will use their own initiative to complete tasks efficiently and must be a team 

worker. You will manage travel bookings companywide, therefore high levels of computer literacy with an 

ability to work under pressure are key skills for this post. As the first point of contact for a majority of 

enquiries our Coordinator must be confident on the phone and liaising with the general public.  

 

Further to this, the role will also provide a proactive and efficient PA service to the Director of Finance & 

Operations, managing her diary and providing administrative support as/ when required. You must be an 

experienced coordinator with impeccable attention to detail in order to provide the necessary support, 

coordination & administration. 

If you have the qualities and enthusiasm to fill this role then Creative England would like to hear from 

you! 

 

CONTRACT: PERMANENT 

HOURS: Full time  

SALARY: £20,000 pa 

LOCATION: Bristol 

DEPARTMENT: Finance & Operations 

REPORTS TO: Director of Business Investment  

DEADLINE: Monday 3rd November 2014 (midday)  

INTERVIEWS: w/c 10th November 2014 (Creative England, Bristol) 



2. The Package 
  

The salary for this role is £20,000 pa. The package includes 25 days annual leave and a 5% 

contributory pension scheme upon completion of a six-month probationary period.  

 

3. How to Apply  
  

Please apply by CV and cover letter, ensuring that you meet the criteria set out in the person 

specification. You should also include your contact details and details for two employment references 

(preferably emails). These referees may be contacted prior to interview unless you specify otherwise.  

  

You should email your application to jobs@creativeengland.co.uk or post (registered only) FAO 

Caroline Hinds, HR & Operations Manager, Creative England, The Greenhouse, Pod 52, 111 

Broadway, MediaCityUK, M50 2EQ. The deadline for applications is Monday 3rd November 2014 

(midday). 

  

It is company policy to only contact shortlisted candidates. If you have not heard within 1 week of the 

deadline, please consider you have been unsuccessful in securing an interview. 

  

Interviews will be held w/c 10th November 2014 in our Bristol office   
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4. About Creative England 
 

Creative England invests in and supports creative ideas, talent and businesses in film, TV, games and 

digital media. We aim to grow the brightest, the best, and those with the most promise so that individuals 

and businesses can achieve their full creative and commercial potential. We help identify future 

opportunities to grow the economy and generate jobs. 

  

With offices in Salford, Birmingham, Bristol, Leeds, Brighton, Sheffield, Pinewood and Elstree Studios, we 

are a national agency with strong local and regional links. 

  

What we do? 

  Grow talent and businesses 

  Address market failure and raise ambition 

  Build the right climate for creative industries to thrive 

 

Why we do it? 

Because England’s creative businesses are already a big success. They generate jobs, profile and value. 

They drive innovation. We can help raise their ambition further.  But some are under-capitalised and 

under-skilled. They need better access to mentoring, infrastructure, business planning, finance, markets, 

new ideas and wider networks. We help provide it. And because there is a damaging inequality of access 

to these things between London and the rest of the country, talent is wasted, opportunities are lost. We 

believe  London’s world position should benefit the whole country 

 

For more information on the company and our activities in other creative sectors: 

www.creativeengland.co.uk 

http://www.creativeengland.co.uk


 

5. Job Description 
MAIN AREAS OF RESPONSIBILITY 

Manage front house reception; meet/ greet visitors and answer calls directing enquiries to members of staff 

and taking comprehensive messages in their absence 

 

Coordinate staff travel and accommodation; maintaining consistent contact with the finance team to ensure 

credit card bookings are secure and reconciled effectively each month.  

 

Provide diary management service to the Director of Finance & Operations as and when required 

 

Work with the Assistant to the CEO where required to support the Executive Management Team to organise, 

meetings, events, dairies etc. 

 

Ensure appropriate papers are collated in advance of the Director’s meetings and efficient notes are taken at 

meetings  

 

Act as progress chaser for relevant matters i.e. follow up of meeting decisions and action points. 

 

Project Management of Executive events and events relating to the Director’s schedule such as 

dinners, meetings and management of technical equipment 

 

Organise venue and courier arrangements (primarily for the Bristol office) 

 

Undertake a range of duties on a day-to-day basis including opening and accurately distributing all incoming 

mail & being responsible for the postage of all outgoing mail 

 



5. Job Description continued… 
Manage all external meeting room booking requests and maintain promotional/ pricing packs 

 

Service meetings, including preparing & circulating agendas, papers & minutes and attending to practical 

arrangements, including room bookings, refreshments and attendees’ requirements 

 

Support the handling of external relationships with suppliers including stationery and site services; paying 

particular attention to the relationship with the phone provider ensuring that the system works effectively for 

the Bristol office 

 

Coordinate security passes/ access to the building; liaising with site services where appropriate  

 

Operate photocopying and other office machinery and equipment including the fax machine.  To make 

arrangements for servicing and to ensure consumable items (toner cartridges, paper etc) and other stationary 

items are kept in stock 

 

Assist the HR & Operations Manager in collating quotes and information for supplier reviews 

 

Maintain and upkeep the Bristol office space; ensuring all staff take responsibility for a clean and presentable 

office 

 

Assist where appropriate in general support tasks for the team in the Bristol office and any other duties, which 

may be reasonably required 

 

All staff must develop Creative England’s commitment to equal opportunities and promote non-discriminatory 

practices in all aspects of work undertaken. 

 

This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to 

outline the main areas of responsibility at the time of writing. 

 

 



6. Person Specification 
 
 

 Demonstrable experience of working in an administrative office based role, in a fast paced environment 
 Demonstrable experience of working in a receptionist role (or similar role within hospitality) 
 Computer literacy – knowledge and demonstrable experience is using MSOffice packages and database 

applications 
 Knowledge and experience of using client management databases 
 Ability to respect confidentiality of information 
 Effective verbal and written communication skills, including experience of drafting correspondence 
 Excellent organisational skills – the ability to prioritise a varied workload and work accurately  
      under pressure to meet deadlines. 
 Demonstrable experience of working in an administrative/ PA role, in a fast paced environment 
 A proactive approach – the ability to exercise effective judgment and use own initiative. 
 Able to set up and maintain administrative systems and procedures (paper and electronic) 
 A flexible approach to work and the capacity to adapt to the changing demands of the job. 
 Ability to build effective working relationships both internally and externally 
 

 

 

Creative England promotes cultural diversity  

and equal opportunities for all 

 


