


"SUT&E JT B CSIMMJBOU QM BIVH LHP X8 LX 168V MINFEZGV B B
'‘PS PWEFS ZFBST "SUT&E IBG QF5EGCFHSNIUOH BBRIHGEEB
OVSUVSJOH UBMFOU BOE JOBQJISMOBEDPOGGIECGODFT CPC
FEVDBUJPO UIF USBJOJOH XWVQISWWJIEP QU PA\RGRES B X1 BE
ppOTUBOUMZ FWPMWJOH OFPEDWESDBIF JOEVTUSZ JO U

"SUT&E FNQMPZT BSPVOE DIFPGIMFOEO TR QBRI B L8P MG
NPSF PO B GSFFMBODF CBTJT B¥VSFYQBEGG BB @E FBU SFAB
GVMGIJMMJOH TVQQPSUJWF OXNFDILP NJIG B F BXFP G [ A B3FIR
CF DSFBUJWF PQFO BOE BCMF UP HJWF UIFJS CFTU

edi ¢ <« ace-UUI |1 a©° 6:- 'UéO0
OVS %BZ 4DIPPM 4JYUIl 'PSHNYDFBAR@BODFOBRAS DLHG USK E
BSUT 'PVOEFE PWEFS ZFBSBIJBPHPNVBUTUT&E TBANUIRTP BEE]

UP QSPWJEF B CSPBE BOE CBNIBUBFE U-TE VP BBIJIBG WTFULSI
BSUJTUJD BOE QFSTPOBM QPUFOUJBM

"O JOEFQFOEFOU EBZ TDIPPMJIMUERS OPUBB O-B5SM "N RUBTEEHES J
FEVDBUJPO BOE B MPDBM BOBDBEFNIDBRISAWBIHB B Q O0 V!
IJHI RVBMJUZ WPDBUJPOBM QSPEHBBENF EFMIWFSFE CZ
DSFBUIJWF QSPGFTTJPOBMT NMEHOBRYQE WBITTR BO TGRS
GFFET JOUP BMM BTQFDUT P68 MW BHR\S FHRVER/@NRQ B O B8WSBIOU
FWFSZ EBZ EPJOH XIBU UIFZ MFPQWH CRO DGV BB B OQHE UDPM
XFMM SPVOEFE JOEJWJEVBMEVGEMIVRZODFPOINIJBUFE BB |

TFU PG TLIMMT BOE FYQFSJHFBODFWRHE BB QISHYBS H- U IB N°
00 a_acyY é!leU20°i°02 Uué Uuodio«0¢°0 s pét @&l ocd0 ¢
(-0l 1OIOBIY 661 ¢ i <« <6¢'¢ < 2i°20PQ@20add BH0Y <OC |
ae-UUI UO 6-! 0a G«06°UO« «<é¢ xU¢é celillOmx!a




661 ¢ -°2.1¢ ¢ae«6°UO0

"SUT&E JT POF PG UIF 6, T MAVBEEANPM DBO WHEWS8 U PIS [E H
'PVOEBUJPO #" BOE ." DPVSTFTDUQQOWT IDCeH\B BbFFIB S B E VHB(
JOOPWBUJWF BOE SFTIMJFOUEFBGIPSGRBESOP BF W BEFDIE T
SIJHPVST PG UIF QFSGPSNJONHCBGOB U JIFRXE Y GURB\ZUU ILEBPOY HJ |
BOE GPDVTFE QBTUPSBM DBSH IBIF MV DB AT P WSG BRMWASN B C
JO UIF TVDDFTT PG UIF 6, T DEFBBIJVWVROEDPGRND GRS BN
EJSFDUPST BOE QSPEVDFST BT XFMM BT QFSGPSNFST

h-! +0606é! Ut 691 ,cUUO66 | 6-1<68!
06<¢°6°U0 ¢lee!O¢i UO !06é!i Ut ! e!lilOce! fuce- <i é0i

-PSE -MPZE 8FCCFS "SUT&E 1SFTJEFOU

z-<6 ¢U ! U++!és

5|F FOFSHZ BOE QBTTJPO BU "BUNBEMBSHOMBOHJIOME WBIF
TVQQPSUJOH BMM PG PVS TUMEPGUGTF SJP BNDQFRWB JW F JTSE
NFBOT UIBU XF BSF BCMF UPUQ8& P VEIESF TUBRME IAPE EFFQVFRY
FYQFSJFODF UISPVHI JOUFSOBM BOE FYUFSOBM QSPHS

5/F IFBMUI XFMMCFJOH PGEPXE MBUBFG G FBINBE L VD XRDV 7

PGGFS B GBNJMZ XJEF IFBMUU@WBO UIBU JODMVEFT UII

. B GVMM &NQMPZFF "TTJTUBODF G BB H IBNNFT FINONDMOAE |
UFMFQIPOF TVQQPSU

. DPOUSJCVUJPOT UPXBSET B SBROSHFT AINB UTBSIBEQ DAZTJIP
DIJSPQSBDUJD BQQPJOUNFOUT

. DPOUSJCVUJPOT UPXBSET EFOUBM BOE PQUJDBM DP

. (1 BQQPJOUNFOUT WJB UFMFQIPOF XFCDBN

. -JGFTUZMF %JTDPVOUT

*O BEEJUJPO TUBGG BSF FMJHJCMF GPS UIF GPMMPXJC
- $ZDMF UP 8PSL 4DIFNF
. NBUDIFE QFOTJPO BGUFS UFRESFMFWBOU RVBMJGZ



$PNQFUJUJWF CFOFGJUT QBDUBHF

|
|
|
T
1

(@

b QFS BOOVN EFQFOEF
FYQFSJFODF

"SUT&E JT DPNNJUUFE UP TBGFHVBSEJOH BOE QSPNPUJOH UIF |
TUBGG QFSNBOFOU BOE WJTJUJOH BOE WPMVOUFFST UP TIBSF
CBDLHSPVOE DIFDLT JO MJOF XJUIl ,FFQJOH $IIJMESFO 4BGF JO «
%#A4

au00<«é U+ 6-) éUul!U
81BU BSF XF MPPLJOH GPS

51F 1SPEVDUJPQ@SPIWJEBBOAP HJTUJDBd@F B BN DI IS BUPJ
BOE "VEJP QSPEVDUJPOT JODEMBJIOBPHRXSBENOHTIFR
5/F SPMF JT SFNI®OPBUJBRGF GPBUJOH DBMM TIFBUT QS
USBOTQPSU MPHJTUJDT QFSNZWRFEGE JAVMQBBEPTH U
ZFBS 5IF QPTUIPMEFS FO ®FSTFPIV 8 DFESHB@B S B E F ® EMBWD
EJSFDUMZ UP B TBGF QSPGFI TIPAEFN GT BOEOHUBGS J S



ZeUtueo°UO @U?2°i106%ci i UUect°0<«6°UO
. 4DPVU OFHPUJBUF BOE TFDVSF GIJMNJWNRTMPDBUJPOT GP
%»SBGU DBMM TIFFUT TDIFEVMFT BOE QSPEVDUJPO JOGP!
. $3PPSEJOBUF USBOTQPSU WBO CPPLJOHT BOE TUVEFOU E
1SFQBSF BOE NBOBHF QSPQT DPTUVRVSIFRIVISFNFOUT B
. $SFBUF BOE NBOBHF QPTU QSPEVDUJPOQUIWIFFIEB K E ANDIE-JFIC
UFBN

¢O°0°6é<06° | | M%) auaeaeUed
.BJOUBJO QSPEVDUJPO EPDVNFOUBUJPUO BOSBPGMYE JBGEDPD

. 4VQQPSU CVEHFU USBDLJOH CZ PSHBOJODEOEJNVMAMVDIFIK UD D!

FYQFOEJUVSF GPSNT
1SFQBSF EFQBSUNFOUBM QSJOUFE NBUFBJBMUBTWIHTBT IF

M@!0 i @U®e«6°UO alleeaeUéod

. 4VQQPSU BDDFTT TFUVQ BOE MPHJTUJDT PO GIJMNJOH EE
. ) BOEMEBOJHWJ PG FRVIQNE&ECGU SFIPYEDBEOE PO

"DU BT B QPJOU PG DPOUBDU GPS MPDBUJPO PXOFST BOE

evitelae«e00, 00 1 ace||0°02 aueeaeUed
-JBJTF XJUI .BSLFUJOH GPS TDSFFOJOHT BOE DPNNVOJDB
"SSBOHF JOWJUBUJPOT QSPHSBNNFT BOESWHFOMFHCPPLJC

. 4VQQPSU DMBTTSPPN LJU BOE GJMN LJU N BGJBOHBAW FEDQBW® |

SIF BCPWF MJTU JT OPU FYIBVTUJWF BOEPWOI B RBRPIUU PRBEIFS F
NBZ SFBTPOBCMZ CF FYQFDUFE XJUIJO UIF TDPQF BOE HSBE




aa Gh0o @

« &YREBIF@MPPSEJOBUJOH QSPEVDUJPOUJDBMFRBIL PS

«. 4USPOH PSHBOJTBUJPOBM BOE DPNNVOJDBUJPO TL
- "CIJMJUZ UP NBOBHF NVMUJQMBENEABEBQBOHFVTRIQE SF
. "CIJMJUZ UP XPSL DPMMBCPSBUJWFMZ BOE JOEFQFC
- #BTJD VOEFSTUBOEJOH PG GJMNFIFIHEFPDFSPFEGNFOU
- #BTJD VOEFSTUBOEJOH PG GJMN BOE "7 FRVIJQNFOL
. "CJMJUZ UP USBWFM UP WB§SPRUFGIMNIERHOMPDBUJ

a0] @
« &YQFSJFODF JO )JHIFS &EVDBUIFPODBPBUFSWBOEYS
« &YQFSJFODF XJUI FWFOU NBOBBFNFOU PS MPDBUJF

«'VMM DMFBO 6, ESIWJOH MJDFODF

Z ]JlaMG @ \m @0hQ

PUJWBUUP XPSL XJUI ZPVOH QFRAMP\QANBOHB TVQQPSL
&NPUJPOBM SFTJMJFODF BOBBRJMP VA BB NBTJ BOEJ
DPMMBCPSBUJWFMZ JO B UFBN

$PNNJUNFOU UP FRVBMJUZ EJWFSTJUZ JODMVTJPC
1PTJUJWF BUUJUVEF UPXBSEPEIFDIIPWMBIF FYQSDDB
$PNNJUNFOU UP DPOUJOVPVT QSPGFTTJPOBM EFWF




ceE2é6UU00C¢C 60U é61i ¢
"SUT&E PSJHJOBUFE GSPN UXP 0D IFEBWF OO0+ BROEOEDBE |
CZ OMIJWF 3JQNBO 5IFTF UXP FEYBBUJPOBMFMZPIDr I HF X
HFOFSBM BDBEFNJD FEVDBUJPBOAXDB|I EQBENBBMYTED BOE
DPNNJUUFE UP QSFQBSJOH ZPVDBHFEEPJMDFPCPISFUBBGETL
(SBDF BOE OMIJWF KPJOFE GPSD&DIBPM SFBUTF B MF OROIZ
&EVDBUJPOBM 4DIPPMT %BNF "BAPMIBD . BSERVBBABRPEU4ES
TUVEFOUT UP IFMQ UIFN DSFEB6 AJiP OE B6 WPTMMWBEPN B8 2

CFDBNF UIF &OHMJTI /BUJP OBMZ #¥B W E UC FABBWNMFF% J S B D E
UIF T

"SUT&E DPOUJOVFE UP JOOPWBPR6BUVOBGPEYNID BIOHE ANPWUIIJ (
BOE JO * NPWFE UP JUT QSFTFORSIEP NGEISF %IJNTR 2B L8 PC
1SFTJEFOU IFSBMEJOH BO BVWsI®JPBERWD PFPM FEEBEGAISY US
MFBEJOH TDIPPM PG JUT LJOQPIIOI JTH J&AQ KX PWIUB M BIOTELI \DHH
EFEJDBUJPO "DBEFNJD SFTVMUTUBOEGWPBGUJIJBOBEMPVSED
JT JO UIF UPQ OBUJPOBMMZ BOE4DODOPPAWPREG.VOUDBMN E
BOE ." DPVSTFT O0VS .VTJDBM bBFEBRSHIFPVETE JO SFD B
DPVSTF JT QSBJTFE GPS JUTQOUWBWB WBIOMETDSFFQMVBLDUG
SFDPSE PG HSBEVBUF TVDDFPVI EVFTJIOBBS MZAE BWIS H FPEE
UISFF RVBSUFST PG PVS "DUSPGFHSBEOVBMFEHFREBUH XIRJIS
HSBEVBUJOH

*O BEEJUJPOBM UP WPDBUJRE®EM TU$B JOIFOMSES 8B IWH B 5d
PG "SUT&E TUVEFOUT NPWF POTI KR FSWT OFRVEM T (BWEV/ZQ) BY SB @
USsBeEJuJrPOBM BDBEFNJD TVCKFDUT JODMVEJOH &O0OHMJ







	Production Assistant
	ArtsEd Day School & Sixth Form
	ArtsEd Higher Education
	ArtsEd is one of the UK’s leading providers of degree-level conservatoire education. Our Foundation, BA and MA courses in Musical Theatre and Acting, create graduates who are innovative and resilient performers. We prepare our students for both the physical and mental rigours of the performing arts industry through a combination of outstanding vocational training and focused pastoral care. The success of our approach has led to our alumni playing a key role in the success of the UK’s creative economy for many years and they include choreographers, directors, and producers, as well as performers.
	‘The future of this country’s theatre tradition depends on centres of excellence such as ArtsEd.’


	What do we offer?
	The energy and passion at ArtsEd are tangible. We are a small, close-knit team, committed to supporting all of our students to achieve their best. We offer competitive salaries and our size means that we are able to provide tailored opportunities for staff to develop their skills and experience through internal and external programmes.
	The health & wellbeing of our staff is a key focus and we have teamed up with Simply Health to offer a family-wide health plan that includes the following:
	a full Employee Assistance Programme, including face-to-face counselling and unlimited telephone support;
	contributions towards a range of therapies, including sports massage, physiotherapy and chiropractic appointments;
	contributions towards dental and optical costs;
	24/7 GP appointments via telephone/webcam;
	Lifestyle Discounts.
	In addition, staff are eligible for the following:
	Cycle to Work Scheme;
	5% matched pension (after the relevant qualifying period).

	The Role
	Receptionist
	Contract:
	Permanent

	Department:
	School of Acting

	Reports to:
	Head of Screen & Audio

	Working Pattern:
	Full time - 40 hours per week

	Benefits:
	Competitive benefits package

	Salary:
	£28,000 - £30,000 per annum (dependent on experience)
	ArtsEd is committed to safeguarding and promoting the welfare of children and young people and expects all staff (permanent and visiting) and volunteers to share this commitment; all staff are required to undergo background checks in line with Keeping Children Safe in Education 2024 regulations and to hold an enhanced DBS.



	Summary of the role:
	What are we looking for?
	The Production Assistant provides logistical, administrative, and on‑set support for all Screen and Audio productions, including showreels, short films, classroom sharings, and screenings. The role is responsible for location scouting, call sheets, props/costume coordination, transport logistics, permits, and supporting smooth daily operations across the academic year. The postholder ensures an organised, well‑resourced department and contributes directly to a safe, professional filming environment for students and staff.
	Scout, negotiate, and secure filming locations for showreels and short films.
	Draft call sheets, schedules, and production information for circulation.
	Coordinate transport, van bookings, and student driver arrangements.
	Prepare and manage props, costume requirements, and location resources.


	Personal Specification
	Experience & Skills
	Experience coordinating productions, events, or comparable logistical work.
	Strong organisational and communication skills.
	Ability to manage multiple deadlines and relationships simultaneously.
	Ability to work collaboratively and independently.
	Basic understanding of filming environments and production processes.
	Basic understanding of film and AV equipment.
	Ability to travel to various filming locations across Greater London

	Experience & Skills
	Experience in Higher Education, conservatoire training, or creative industries.
	Experience with event management or location coordination.
	Full, clean UK driving licence

	Experience & Skills
	Motivation to work with young people and support their development.
	Emotional resilience and ability to maintain professional boundaries and work collaboratively in a team.
	Commitment to equality, diversity, inclusion and belonging.
	Positive attitude toward discipline, structure, and professional expectations.
	Commitment to continuous professional development.



