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Job Description

Post:			Studio Site Operations Manager - The Northern Studios

Location:		Hartlepool, The Northern Studios
 
Line Manager: 	Head of Studios 

Directorate:		The Northern Studios 

Job Purpose:
The Studio Operations Manager will support the Head of Studios and take a lead managing the whole facility on a day to day operational basis, during a busy production hire period.  
The post-holder will need an understanding of health & safety, facilities management and customer service, plus some knowledge of studio operation and the film and TV production industry.
Main Duties and Responsibilities:
1. Responsible for day to day operation of the facility; including health and safety and facilities management
1. Client facing customer service activities, providing operational logistics support to clients, and trouble-shooting during hire periods.
1. Dealing with local suppliers to support general facility operations.
1. Responsible for ongoing light maintenance and improvements.
1. Liaising with TV & film industry supplier networks required to support productions, and develop new supplier relationships.
1. Work closely with The Northern School of Art - Finance, IT and Facilities departments to co-ordinate action. 
1. Implement suitable commercial processes and documentation (supplier contracts etc.)
1. All staff members are responsible for safeguarding children and adhering to the principles and guidelines outlined in the Keeping Children Safe in Education framework.

General Accountabilities:

1. Ensure other members of the team have information to cover effectively for you in your absence.

2. To engage in professional development and networking to ensure that professional, and strategic contributions are up-to-date.

3. Ensure that the Corporation’s Health & Safety Policy is adhered to at all times and take responsibility for general health and safety housekeeping within your work area.

4. Ensure that the Corporation’s Equality and Diversity policy is adhered to at all times and tackle or report discrimination and harassment wherever it occurs.

5. All employees are expected to be fully committed to policies/processes on equality, diversity, safeguarding and the Prevent Agenda.

6. Any other duties commensurate with the nature and level of the post, as directed by the Head of Studios, the Vice Principal of Higher Education or the Principal.

EQUALITY, EQUITY, DIVERSITY AND INCLUSION

The Northern School of Art[image: ]
	






[bookmark: _Hlk172193006]


At The Northern Studios, we want all of our employees to feel included bringing their passion, creativity and individuality to work. We value all cultures, backgrounds and experiences, and we truly believe that diversity drives innovation.
		Job Description

Person Specification – Studio Operations Manager 

	Specification
	Essential
	Desirable
	Application form / CV
	Interview / selection test
	Reference

	Qualifications/Experience
	
	
	
	
	

	Honours degree or equivalent or appropriate exempting professional experience
	
	Y
	Y
	
	

	Current driving licence and access to transport for work purposes 
	Y
	
	Y
	
	

	Studio operation and management
	
	Y
	Y
	
	

	Experience/Knowledge
	
	
	
	
	

	Experience of working with film and TV production
	
	Y
	Y
	Y
	Y

	Recent experience of dealing with line production/location management
	
	Y
	Y
	Y
	Y

	Knowledge of the commercial operations and systems for film and TV production and studio operation
	
	Y
	Y
	Y
	Y

	A strong contact book for the screen sector and it’s suppliers
	
	Y
	Y
	Y
	Y

	Experience/Knowledge of the requirements of location shooting and management
	
	Y
	Y
	Y
	Y

	Knowledge of general Microsoft IT packages: Word, Excel and ability to use them to track information and produce reports
	Y
	
	Y
	Y
	Y

	Skills and Abilities
	
	
	
	
	

	Excellent interpersonal skills; able to relate to colleagues working at a senior level in screen production  
	Y
	
	
	Y
	Y

	Excellent communication skills, both oral and written, including the ability to write and present original reports
	Y
	
	Y
	Y
	Y

	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Excellent organisational and administrative skills with the ability to effectively prioritise work 
	Y
	
	
	Y
	Y

	Committed to regular updating of skills & knowledge
	Y
	
	
	Y
	Y

	Professional presentation of work and self
	Y
	
	
	Y
	Y

	Able to demonstrate currency of skills and knowledge
	Y
	
	
	Y
	Y

	Ability to preserve confidentiality
	Y
	
	Y
	Y
	Y

	Organisational skills and the ability to effectively prioritise and plan a busy workload
	Y
	
	
	Y
	Y

	Willing to deliver hours flexibly according to need
	Y
	
	Y
	Y
	Y

	Adaptable – able to respond to varying needs of the studios
	Y
	
	Y
	Y
	Y

	Punctual and reliable
	Y
	
	
	Y
	Y
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