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Pr ion -ordinator - Description

The main purpose of the role:

To assist the Creative Director and Producers in the general administration of the studio and
organisation of multiple animation, development and moving image projects, and provide PA
support.

Position Overview:

Assisting the Creative Director and Senior Producers in the scheduling, budgeting and execution
of all the studio’s creative projects and the general operations of the studio.

Job Duties

e Coordinate internal team members and external freelancers in respect of approved
production schedules.

e Set up meetings and briefing sessions.

e Accurate and orderly trafficking of work-in-progress files and final deliverables (audio, visual,
static) between internal staff, freelancers working remotely and to clients in an efficient and
timely fashion.

e Quality control and checking of all outgoing studio material relative to project
specifications.

e Arrange travel, accommodation and subsistence for Producer(s), Director(s) and other key
staff/crew as required.

e Manage accounts with online third-party delivery providers across screen, digital and print.
e Facilitate client meetings as and when appropriate for new or ongoing projects.

e Be a first and second point of contact for clients during production and assist in the
relaying ofaccurate feedback in a correct and timely fashion.

e Cost reporting and helping to administer the delivery of projects within time and budget.

e L ead the gathering of research and development materials and be able to operate alone to
a given brief.

e Tracking progress with script development including detail across iterations.

e Assist in the compilation and writing of pitches and funding applications.

e Set up and maintain relevant production files — physical and digital to include general
project trackers, shot trackers, schedules, budgets, time sheets.

e Coordinating daily priorities and deadlines for all animation teams.

e |dentify/report potential delays/bottlenecks ahead of time and coordinate crew members to
resolve issues.

e Annotating daily meetings with summaries of daily tasks across the team.

e Taking detailed notes in client briefings and progress meetings.

e Assisting in the monthly and quarterly reconciliation of accounts (including VAT returns) and
conveyance of payroll information to the studio’s accountants.

Second Home Studios, 17 Pickford Street, Birmingham B5 5QH
+44(0)121 643 4884, chris@secondhomestudios.com



mailto:chris@secondhomestudios.com

Second Home Studios
17 Pickford Street
Birmingham

B5 5QH

+44(0)121 643 4884

hello@secondhomestudios.com
www.secondhomestudios.com

e Assisting in the correct following up of leads and inquiries into potential new business.

e Flagging IT issues with relevant third-party suppliers, in regard to email accounts, server,
website, cloud storage etc.

e Ensure the studio and its portfolio is presented correctly.

e Assisting in basic social media management.

e Regular logging of staff time sheeting and allocating hours against budgets, staff holiday
allowances, accruals and absence scheduling.

e Liaising with external companies including HR, accounts, legal.

e Daily monitoring of studio facilities, utilities, security.

e Having full responsibility for access keys (both personally and for crew loan outs).

e Equipment and materials ordering/trafficking.

e L egacy archiving of old projects.

Essential Skills

® An enthusiasm for the animation medium and an understanding of production pipelines
relative to different techniques.

Work confidently and calmly in an often fast-paced environment.

An excellent command of English (written and verbal) is expected as minimum.

Numeracy and understanding of budget management is expected.

Ability to communicate with clients, suppliers and stakeholders effectively and courteously.
Organisation and self-discipline.

Experience with GDPR compliance and good IT file management.

Flexibility and ability to problem solve at short notice.

Sensitivity to confidential matters/materials.

Desirable Skill

e Advanced numeracy and understanding of budget/cashflow management is ideal.

e An understanding of animation practices and production techniques is favourable.

e Understanding of the different approaches taken to stop-motion, 2D and CG animation
techniques.

e Understanding of live-action (including puppetry) and visual effects processes.

e Understanding of business practice, legislation and accountancy.

Software (Essential)

Software literacy (primary) Excel, Word.

Management of Google Drive and Workspace: including Slides, Sheets, Docs etc.
Dropbox with appropriate levels of team/client access.

Video conferencing: Zoom, Teams, Google

I-cal/Google cal

Second Home Studios, 17 Pickford Street, Birmingham B5 5QH
+44(0)121 643 4884, chris@secondhomestudios.com



mailto:chris@secondhomestudios.com

Second Home Studios
17 Pickford Street
Birmingham

B5 5QH

+44(0)121 643 4884

hello@secondhomestudios.com
www.secondhomestudios.com

Software (Desirable)

e Scheduling/Management (Eg. Monday/Asana)
e Note-taking packages: Workflowy, Trello, etc.
e Al notetakers (Eg Fireflies)
e Wordpress, Mailchimp
e Hubspot
e Adobe lllustrator/Photoshop
e Mac OS/I-cal/Mail
Attributes
e Someone who can gel within a tightly knit creative team and use initiative when required.
e Supportive attitude to problem solving, bottlenecks and client demands.
e Experience of working within a studio team is ideal, whether animation or otherwise.
e Flexibility across all aspects of animation production and development.
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