Production Assistant



ArtsEd is a brilliant place to work, full of talented people doing what they love most in the world.
For over 100 years, ArtsEd has been at the forefront of performing arts training in the UK,
nurturing talent, and inspiring confidence. One of the UK’s leading centres of conservatoire
education, the training we provide is world-class, inclusive, contemporary, and focused on the
constantly evolving needs of the industry in the 21st century.

ArtsEd employs around 170 people in a variety of teaching and support roles, as well as many
more on a freelance basis. We expect a great deal from our staff, and in return, we provide a
fulfilling, supportive, welcoming, and engaging environment, where people feel comfortable to
be creative, open, and able to give their best.

ArtsEd Day School & Sixth Form

Our Day School & Sixth Form is a national centre of excellence for the study of the performing
arts. Founded over 100 years ago, ArtsEd’s ethos remains much the same today as it was then:
to provide a broad and balanced education, stretching students to achieve their academic,
artistic, and personal potential.

An independent day school like no other; ArtsEd is an international leader in performing arts
education and a local and national leader in its wider academic provision. Our students enjoy a
high-quality vocational programme delivered by committed and

creative professionals, whose expertise instils in our students a passion for performance that
feeds into all aspects of their educational and personal development. Our students spend time
every day doing what they love, encouraging their development into happy, collaborative, and
well-rounded individuals, fully committed to holistic education and, at 16+ or 18+, armed with a
set of skills and experiences that prepare them for whatever pathway they choose to follow.

In 2024, recognising our outstanding curriculum and performing arts
achievements, ArtsEd was awarded a 'significant strength' by IS, and the
School won the ISA National Award for Excellence.




ArtskEd 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.

Lord Lloyd Webber, ArtsEd President

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
Permanent
Department: School of Acting ‘
Reporfs {0: Head of Screen & Audio ‘
Working Fultime - 40 hoursperweek
Paffern: \é\;cli;ilcc::g S&Zﬁfzz‘f g;rr(i):ggout the year, with busier periods requiring higher hours,
Benefits: Competitive benefits package ‘

£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. 4



Key
Responsibilities

Production Logistics & Coordination

. 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.

. Create and manage post-production schedule, liaising with industry creatives and Screen and Audio
team.

Admmlsfrahve & Office Support
Maintain production documentation, including contracts, risk assessment drafts, and schedules.
. Support budget tracking by organising receipts, invoices, purchase logs, and filling in credit card
expenditure forms.
. Prepare departmental printed materials such as headshots, displays, and timetables.

On-Set & Location Support

. Support access, setup, and logistics on filming days.

. Handle sign-in/out of equipment, props, and on-set resources.

. Act as a point of contact for location owners and external practitioners.

Cross-Department & Screening Support

. Liaise with Marketing for screenings and communications.

. Arrange invitations, programmes, and venue bookings for showreel and film screenings.

. Support classroom kit and film kit management under guidance from the Technical Manager.

The above list is not exhaustive and the post holder will be required to take on additional responsibilities as

may reasonably be expected within the scope and grading of the post.




Personal
Specification

« 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

DESIRABLE

« Experience in Higher Education, conservatoire training, or creative industries.
« Experience with event management or location coordination.

« Full, clean UK driving licence

PERSONAL QUALITIES

« 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.




Background to ArtsEd

ArtsEd originated from two schools, one founded in 1919 by Grace Cone and one founded in 1922
by Olive Ripman. These two educational pioneers believed passionately in the value of combining a
general academic education with specialised training in dance, drama, music and art. They were
committed to preparing young people for professional careers in or related to the theatre. In 1939,
Grace and Olive joined forces to create the Cone Ripman School, subsequently named the Arts
Educational Schools. Dame Alicia Markova and Sir Anton Dolin drew almost exclusively on ArtsEd
students to help them create their revolutionary company London Festival Ballet, which eventually
became the English National Ballet. Ballerina Dame Beryl Grey became Director of the Schools in
the 1960s.

ArtsEd continued to innovate, introducing both professional acting and musical theatre courses
and in 1986 moved to its present home in Chiswick. In 2007, Lord Andrew Lloyd Webber became
President, heralding an auspicious new era for ArtsEd. The Day School and Sixth Form remains the
leading school of its kind in the UK with all students possessing outstanding creativity and
dedication. Academic results and vocational success are significant, and our Value-Added return
is in the top 1% nationally. The School of Musical Theatre and School of Acting offer full-time BA
and MA courses. Our Musical Theatre course is recognised as the best in the UK, while the Acting
course is praised for its innovative 50:50 split between stage and screen acting. Our outstanding
record of graduate success sees nearly every one of our Musical Theatre graduates and over
three-quarters of our Acting graduates make their professional debuts within six months of
graduating.

In additional to vocational training and significant success in the creative arts, each year a number
of ArtsEd students move on to Russell Group universities where they study a range of more

traditional academic subjects, including English.
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