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Job Advert


Studio Operations Assistant
The Northern Studios - Hartlepool
Fixed Term for 7 months – starting January 2026
Hours: 37
Salary: £26,348
Start Date: 12 January 2026

This is an exciting opportunity for a person wishing to enter the TV and Film industry at one of the largest studio facilities in north east England, at a time when the industry is growing rapidly in the region.

The Northern Studios opened in November 2022 and offers two large studio spaces plus production offices, workshops, set stores and more, over a large secure plot in Hartlepool close to the railway station.  Our market is varied, ranging from long term hires for TV drama and comedy, through to advertising and content production on a daily hire.

We are looking for an enthusiastic, dedicated and committed individual to support the Studios Management Team with daily operations during a busy production hire period.  
The post-holder will need an understanding of customer service, with some knowledge of health & safety. Knowledge or experience within the film & TV industry is desirable but not essential. 
The post-holder will need to be discreet yet friendly, keen to learn, and able to act on instructions rapidly.

Main Duties & Responsibilities

1. To support the studio management team with general assistant duties, and assisting with all aspects of day to day operations during a busy production hire.
1. Front of House - receiving daily visitors, contractors and deliveries
1. Client facing customer service activities - dealing with general enquiries via telephone, email and face to face.
1. General admin and IT activities such as processing production, visitor and contractor access, keeping databases up to date, creating and updating temporary signage using software such as Canva.
1. General assistance with daily operational tasks such as local deliveries and collections, maintaining and restocking client areas, and petty cash handling.







[bookmark: _Hlk171494012]What will you get if you join us?
· Work for an institution that supports work-life balance, and cares for the wellbeing of staff;
· Staff development opportunities; 
· Generous annual leave;
· Free confidential counselling service and physiotherapy;
· Free eye tests and contribution towards glasses for VDU use;
· Free IT products including Microsoft Office and Adobe Creative Cloud;
· Professional fees paid by the School;
· Staff recognition awards
· Free car parking and access to other staff benefits; and 
· Access to the Local Government Pension scheme (with significant employer contributions).

[bookmark: _Hlk171494066]

To download the application pack, please visit https://northernart.ac.uk/careers/ 

Closing date for receipt of completed application forms: 12 December 2025
We aim to interview week commencing 15 December 2025

[bookmark: _Hlk171494075]Please send your completed application to jobs@northernart.ac.uk
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