


 

 

 

 
 

 

This pack will provide you with the information required to assist you with your application. 
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1. Advert / Service Specification  

 

Project Manager Talent Pool (Film) – national  
 
Creative England is looking for suitable candidates to join its pool of freelance Project Managers, for contract 

work on professional development programmes, events and similar projects. To be a Project Manager Talent 

Pooler you will need to have strong project management skills with experience and understanding of creative 

industries, particularly film and TV production.  

 

Project Managers will work closely with representatives of Creative England to liaise with both external parties 

and internal teams in order to facilitate the smooth running of a project. This will include such responsibilities as 

securing contributors, sourcing venues, negotiating deals and arranging travel, as well as logistical administrative 

support including budgets & schedules.  

 

Ideal candidates will have a background in film or TV production. You will be confident and proactive with the 

ability to time manage, to prioritise and to find solutions to complex problems. Some projects will require you to 

work closely with our Skills team in ensuring the effective delivery of any associated mentoring, professional 

development and placement programmes so understanding of professional training is desirable. 

 

Being offered a place in our Project Manager Talent Pool is not a guarantee of a job. You may be offered project 

related contracts as and when a need arises. We are looking for talented, passionate people with great ideas and 

a willingness to work on short term contracts.  

 

If you have the experience and exceptional organisational skills to be placed in our Project Manager Talent Pool, 

Creative England would like to hear from you! 

 

CONTRACT:  Freelance, varied 

FEE: negotiable  

LOCATION: English regions 

DEADLINE: Monday 8th December (midday) 2014  

  



2. Fee/ Contract 
  
This is a freelance offer, fee negotiable dependent on offer to include VAT where applicable. Creative England 

will cover essential travel and accommodation costs required for this role. 

 

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).  

  

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 8th December 2014 (midday).  

 

No late applications will be accepted. 

  

You will be sent an email by the end of January 2015 confirming whether you have been added to the Talent 

Pool. Selection meetings or phone calls will be arranged as/ when work becomes available.  

 

It is company policy to only contact shortlisted candidates, we do not provide feedback at application stage.  
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4. About Creative England 
 
Creative England is dedicated to the growth of the creative industries. We invest in talented people and their 

creative ideas, nurturing our richly diverse games, TV, film and digital media industries. From direct investment and 

soft loans to business mentoring; we champion the best ideas of talented people and their businesses. 

  

With offices in Salford, Birmingham, Bristol, Brighton, Sheffield, Pinewood and Elstree Studios, we are a national 

company 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. Service specification brief… 
  

The following specification provides an example of the activity our Project Managers will be responsible for;   

 

• Overseeing the planning and delivery of pre-production, production, completion and delivery an identified project 

including all associated organisational requirements as may be agreed. 

• Taking responsibility for the organisational and administrative needs of the initiative, including maintaining and 

developing appropriate systems, liaising over relevant financial matters, negotiating with suppliers and providing up-

to-date reporting information as required. 

• Ensure that the project meets agreed editorial standards/specifications.  

• Working closely with the skills team to ensure the effective delivery of any associated professional development and 

mentoring programmes. 

• Providing regular reports and updates as may be required in order to monitor the progress of the project and to 

ensure compliance with the publicised aims and terms & conditions processes and legal requirements. 

• Debriefing the process in order to support development of the project for future offer 

• Provide project management support as required during all phases of the initiative. 

 

Please note this is not an exhaustive list and other duties and responsibilities might be added on with mutual 

agreement 

 

 



6. Person specification 
You will be confident and proactive with an overriding commitment to excellence in everything you do. You will 

be able to embrace all eventualities, to hit the ground running and to multi-task across a variety of different 

activities. You will be a good ‘people person’ who can demonstrate empathy and understanding with a wide 

range of individuals. You will have demonstrable experience working in film/TV which may include experience  

as a production coordinator or assistant to a producer. 

  

 Excellent organizational and project management skills. 

 Excellent communications skills. 

 The ability to liaise with and support creative people with varying degrees of experience.  

 A good understanding and appreciation of the demands of film/TV development and production. 

 Ability to work on several details of a project at the same time whilst still coordinating the  

     big picture.  

 A good knowledge and understanding of IT database and reporting systems. 

 Some knowledge and understanding of CMS, Twitter, Facebook and other social media  

    platforms. 

 Flexible as to working arrangements if required. 

  

Creative England promotes cultural diversity  

and equal opportunities for all 

 

 


