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PROJECT ADMINISTRATOR (Games & Digital Media)  – BIRMINGHAM 
  

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 fantastic opportunity for an experienced administrator to join Creative England to help deliver a 

dynamic games industry development programme in the South West and West Midlands. You will be 

working closely with the Games & Digital Media team to ensure that the programme is being delivered 

effectively and efficiently, on target and within budget. 

  

The Project Administrator will be responsible for managing the administration of multiple projects 

delivered as part of the GamesLab Programme. You will work closely with a number of third party and 

internal delivery agents to monitor compliance issues, implement administrative procedures, compile 

evidence of match funding and project outputs for its funders RGF and ERDF. You will also oversee the 

gathering of evidence, invoices and reports; and help with scheduling and events. 

  

If you are an aspiring, commercially aware administrator with first class organisational skills Creative 

England would like to hear from you! 

 

CONTRACT: 1 year 

HOURS: Full time  

SALARY: £16,000 pa 

LOCATION: Based in Birmingham (with travel nationally as required) 

DEPARTMENT: Business Investment: Games and Digital Media 

REPORTS TO: Project Manager (Games and Digital Media) 

DEADLINE: Monday 24th November 2014 (midday)  

INTERVIEWS: w/c 1st December 2014 (Creative England, Birmingham) 



2. The Package 
  

The salary for this role is £16,000 pa and the package includes 25 days annual leave.  

 

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 24th 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 1st December 2014 in our Birmingham 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 

Assist in collating all necessary information and documents required for preparing and submitting claims and 

reports on Creative England Funds (ERDF, RGF etc.)  

 

Provide administrative support to the project team to ensure delivery of agreed outputs and contract targets 

Maintain records and data on the company CRM database relating to contacts and funding application forms  

 

Work closely with the Project Coordinator in maintaining the CRM with decisions and attach appropriate 

documents 

 

Assist in event planning and administration  

 

Take notes at assessment meetings and maintain accurate record keeping  

 

Update and maintain administration records, ensuring effective and confidential document storage 

 

Act as progress chaser for monitoring reports and assist the coordinator in ensuring beneficiary files are up-

to-date 

 

Provide a flexible and comprehensive administrative support service to the wider team as/when required 

 

Perform any ad-hoc tasks or duties as assigned by the Project Manager which are reasonably within the 

competencies of the post holder. 

 

 



5. Job Description continued… 
 

Assist with the operational function of the office; carrying out administrative duties as and when required, 

meeting and greeting visitors and answering the phones 

 

Provide administrative support at team meetings, taking notes and ensuring colleagues are aware of their 

responsibilities and issues with awards administration.  

 

Ensure Creative England meets all its statutory requirements in relation to the Data Protection Act and 

Freedom of Information Act. 

 

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. 

 

Creative England welcome applications from all members of the community – regardless of sex/gender, age, 

marital/civil partnership status, disability, ethnicity, religion, belief, or sexual orientation. 

 

This post is funded by ERDF (European Regional Development Fund). 

 



6. Person Specification 
 
 

Essential: 
 A basic understanding of digital media and games 
 Demonstrable experience of administering projects 
 High level of attention to detail 
 Able to prioritise and work to deadlines 
 Result-oriented team player, able to show flexibility and adapt to specific need 
 Confident interpersonal skills 
 Willingness to travel when needed for business meetings, site visits and company 
     engagements 

 
Desirable: 
 Knowledge of ERDF and/or RGF funding mechanisms 
 Knowledge of the Games Industry and games production cycle 
 Experience within the South West or West Midlands creative business communities 
 Experience of using Social media for business 
 

 

 

Creative England promotes cultural diversity  

and equal opportunities for all 

 


