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Creative England and the Creative Industries Federation are joining forces in 2020.
Both organisations bring together and represent the full range of the UK’s creative
industries, from performing arts, music, fashion and film through to advertising,
architecture, video games and much more. We believe that talent is everywhere
but opportunity is not, supporting creative entrepreneurs across England to grow
their careers and businesses.

This is a fast-paced and exciting role operating at the heart of our business support
programmes. This varied role is an opportunity for someone keen to develop their
skills and broaden their experience across project management within the creative
sector. Our pioneering programmes are designed to support diverse talent across
moving image, digital and broader content.

Our Coordinator will ensure the business receives high quality support and
services across programme delivery. Your core responsibilities will be to contribute
and support ‘Creative Enterprise’, our BFI-funded programme aimed at supporting
diverse talent across moving image.

We are looking for a self-starter with an interest in the creative industries who has
strong organisational skills. You should thrive from multi-tasking, working with a
broad range of personalities and be able to adapt to varying business needs.

LOCATION: GREATER MANCHESTER (MEDIACITYUK)

STARTING SALARY: £20,000 

CONTRACT: 1 year fixed term renewable 

DEADLINE: Rolling until we find the perfect candidate

Creative England  and Creative Industries Federation promote cultural diversity and equal 
opportunities for all

1. Job Advert



2. The Package

The salary for this role is £20,000. This is initially a 1 year fixed term employee
contract with a 3 month probationary period, renewable subject to performance
and business planning.

We have lots of perks here at Creative England. In its first year this contract
includes 25 days annual leave plus all bank holidays and 5% employer contribution
to our pension scheme (after 3 months service). Upon contract renewal you will
also be eligible for BUPA private medical insurance and Life Assurance.

3. How to Apply

Please apply by CV and cover letter, ensuring that you meet a majority of the
criteria set out in the person specification. You should also include the contact
details and details of two professional references (preferably emails).

You should email your application to jobs@creativeengland.co.uk OR post
(registered only) FAO Caroline Hinds, Director of People & Operations, Creative
England, The Greenhouse, Pod 11, 111 Broadway, MediaCityUK, M50 2EQ.

The deadline for applications is rolling until we find the perfect candidate so please
do forward your CV and cover letter asap!

You will receive an acknowledgement email within a few days.
It is company policy to only contact shortlisted candidates, we do not provide
feedback at application stage.

Creative England and  the Creative Industries Federation is committed to ensuring personal data 
is processed in line with GDPR. If you would like further information relating to our Data 

Protection policies for job applicants please direct your request to the Director of People & Ops

mailto:jobs@creativeengland.co.uk


4. About Creative England

OUR VISION
Our vision is for England’s creative people and businesses to be the most innovative
and successful in the world.

Creative England uncovers, connects and backs the best original storytellers; driving
diversity, collaboration and growth in the creative screen industries. We create
opportunities for new voices, products and services to emerge, helping to build
inclusive, sustainable creative communities.

✓ We showcase new and emerging talent.
✓ We invest in businesses, connect them to new markets and help them to create

jobs.
✓ We mobilise public and private resources to make this possible.
✓ We partner with commercial brands, like Sky Arts and Xbox, along with local

authorities, universities and European bodies.
✓ We invest in talented people and their creative ideas, nurturing our richly diverse

games, TV, film and digital media industries. From direct investment and loans to
business mentoring; we champion the best ideas of talented people and their
businesses.

OUR VALUES
Our values and behaviours are at the heart of Creative England and how we do things is
just as important as what we do.

Being part of Creative England means being proud of what we are here to achieve.
Sharing a set of values which underpin our work gives us a unique character and
culture. Our people will;

✓ Foster the best
✓ Be brave and take risks
✓ Make it personal
✓ Bring imagination to life
✓ Join the dots and make it happen
✓ Think differently and blaze a trail

If these strike a chord, then Creative England wants to hear from you!



4. About Creative England

As a creative investor, Creative England addresses the financing gap for creative
businesses by offering bespoke investments, loans and growth mentoring. As a
creative influencer, we make the case for national and local policy to be developed
in a way that helps creative people and businesses to grow and succeed. As a
creative collaborator, we discover new voices and help shine a light on creative
talent and screen businesses from across the country.

Uncovering talent: Every year we celebrate and recognise the achievements of 50 of
the best up and coming, innovative and disruptive individuals and companies across
film, games and digital media. The people featured in the CE50 are the talented
minds at the very forefront of creativity.

Investing in businesses: Since 2012, Creative England has invested over £20 million
into over 350 creative business across the country, investing an average of £4m per
year during 2012-2017. Our supported businesses show an average of 25% revenue
growth in their first year of investment and go on to achieve outstanding long-term
sustainability, evidenced by 3-year survival rates of 83% compared to the business
national average of 60%.

Our growth programmes: We build programmes that create opportunities for
original storytellers to hear the latest ideas and access the best support. Our
specialist programmes offer skills development, business support and investment
opportunities to screen-based businesses and freelancers working in film, TV, games
and digital platforms.

CREATIVE ENTERPRISE is a nationwide initiative bringing together companies who
work in moving image for storytelling, spanning film and television, games and
technology; building meaningful connections and create opportunities for business
growth. Creative Enterprise has been developed with National Lottery funding from
the BFI. Regional growth programmes include: Be More Birmingham, a talent
development and showcase initiative, supported by ERDF and Greater Birmingham
& Solihull LEP, and delivered through a series of creative workshops and a showcase
event.



4. About Creative England

Policy & research: Our team work with talented people and ambitious businesses,
day in and day out. So we understand the barriers they come up against and the
challenges they face. We use that insight and experience to make the case for better
policies at a national and a local level to remove some of those barriers, open up
opportunities and help our creative industries to grow and succeed. Find out more
here.

Filming in England: Our production services team are the first port of call for
productions looking to film in England, outside of London. Our team offer free
comprehensive production support to Film and high-end TV productions. Alongside
our Film Office partners and our Regional and National networks, we are on hand to
help at every stage of production, from early feasibility to post. From people to
places, our team can help you find and access the industry’s finest to gain filming
permissions and facilitate a smooth shoot. Find our more here.

Find out more www.creativeengland.co.uk

The Creative Industries Federation and Creative England are joining forces in 2020.
CIF is the membership body which represents, champions and supports the UK’s
creative industries. Through our unique network of creative organisations, our
influential policy and advocacy work and our extensive, UK-wide events programme
we support and celebrate the work of our members. Our membership network
comprises more than 10,000 individuals from creative organisations, businesses and
educational institutions throughout the UK.

• We are influential advocates on the issues that matter most to our creative
community; creative careers and skills, the impact of Brexit and the importance
of entrepreneurship and growth.

• We bring together our members to facilitate valuable connections and
collaborations that generate new ideas and foster both artistic and commercial
successes.

• By protecting the success of our sector, the fastest growing in the UK, we
contribute to the strength of the UK economy as a whole..

Find out more www.creativeindustriesfederation.com

4. About Creative Industries Federation

http://www.creativeengland.co.uk/
http://www.creativeindustriesfederation.com/


5. The Role

PURPOSE

Our Programme Coordinator will be responsible for supporting our Creative
Enterprise programme, providing administrative and organisational support where
required. You will also be responsible for assisting the Director of Ops with the day
to day running of the office, responding to enquiries and liaising with suppliers.

MAIN AREAS OF RESPONSIBILITY

• Act as a key point of contact for Creative Enterprise business support, providing 
information, advice and guidance as required

• Be the initial point for eligibility assessment of Creative Enterprise business 
support applications  

• Research potential business support participants and coordinate targeted 
outreach 

• Collation of attendee information and post event feedback

• Maintaining mentoring database and programme event calendar

• Research creative clusters, gaps in the market, business trends and needs to 
help shape programme planning

• Coordinate the relevant Lottery assessment and award procedures including: 
organising the distribution and retrieval of applications to both internal and 
external assessors; booking and recording assessment and award panels

• Provide organisational and administrative support to the Programme Managers 
in the planning, implementation and delivery of our Creative Enterprise 
support offer e.g. liaising with speakers, booking venues, caterers etc



5. The Role

• Liaising with Marketing and partners to ensure appropriate ongoing exposure/ 
coverage of programme news, stories and successes, workshops and events.

• Organise and minute/action all relevant meetings, conference calls etc.

• Support other Content or partnerships activity as/when required e.g. events, 
database administration. 

• Work closely with the Marketing team in promoting programme activity.

• Participate into business planning where required, feeding in on-the-job insight 
on behalf of our programme beneficiaries 

• Any other duties, which may be reasonably required of the post holder

• All staff must develop our commitment to equal opportunities and promote 
non-discriminatory practices in all aspects of work undertaken.

This job description is not intended to be either prescriptive or exhaustive; it is issued as a 
framework to outline the main areas of responsibility at the time of writing

✓ Demonstrable experience of working in an administrative role, in a fast-paced 
environment

✓ Advanced skills with Microsoft Office (Outlook, Excel, Word)

✓ The ability to liaise with and support creative people with varying degrees of 
experience. 

✓ Ability to respect confidentiality of information

✓ Strong attention to detail and deadlines

✓ A proactive approach – the ability to exercise effective judgment and use own 
initiative.

✓ An excellent communicator - able to build relationships and work well with 
internal and external stakeholders

✓ Driven and passionate about what you do

✓ Some travel across the English regions may be required

Creative England and the Creative Industries Federation promote cultural diversity and equal 
opportunities for all

6. Person Specification
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