
 

Salary: £26 000 - £28 000, depending on experience Hours: Full time - 37.5 hours per week 
Contract: Six months 
Reporting To: Director  
Location: Postcard Productions, 70-74 Stewarts Road, SW8 4DE  
Closing Date: 24th September 2021  
 
Who We Are  
Postcard is an award winning studio driven by inspiring change and delivering impact through 
film. We collaborate with brands to create cross-platform content that is socially engaged. You 
can see more about us at www.postcard-productions.com  
 
Role Description  
We are a small and friendly team based in Battersea and are looking for an experienced 
Coordinator to join our busy digital department.  
You will support the branded team with producing film content from concept to delivery for a 
range of clients. You will be working with high profile names on projects that include 
campaigns, fundraising, stakeholder engagement, branding, internal and external 
communications. You will enjoy working in a creative role that is underpinned by excellent 
organisation and administrative skills. You will be able to work independently and take 
ownership for projects but also enjoy being part of a team atmosphere.  
 
Responsibilities  

- Coordinating all elements for film production including producing Call Sheets and Risk 
Assessments, arranging permits and travel, booking equipment and crew 

- Liaising with clients to support all needs for film production in line with editorial briefs 
- Managing multiple project budgets with full account management 
- Providing day-do-day production assistance to the Senior Team, including booking        

meetings and coordinating diaries 
- Coordinating post-production through to and inclusive of logistics of final delivery of 

projects to meet all deadlines 
- Managing all consent forms, license agreements and archive sales  
- Ensuring compliance of all projects and managing data privacy requirements 
- Helping drive growth through building client lists and portfolios 
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What we are looking for  
 

Experience  
- Project coordination with proven track record of delivering all assets to deadlines  
- Administrative skills including knowledge of financial processes and managing budgets  
- Track record of collaborating with external stakeholders and managing clients to build 

strong working relationships  
- Demonstrable understanding of systems management  

 
Skills 
- Strong organisation with a meticulous attention to detail  
- Flexibility with the ability to prioritise and work on multiple projects at different stages 

of production  
- Excellent customer relations and interpersonal skills  
- Enjoy working in a fast-paced environment  
- Highly motivated and with good initiative  
- Can work independently and is comfortable on location and working from home  
- Has a friendly and approachable attitude and the ability to work with different people 

from different backgrounds  
- Strong verbal and written communication skills  
- Ability to forward plan and schedule workflows  
- Awareness of digital trends and ability to identify opportunities for growth  

 
How To Apply  
 
Please send your CV and a short video (no more than 90 seconds) of yourself explaining why 
you would like to join Postcard in this role to  
hello@postcard-productions.com   
 

mailto:hello@postcard-productions.com

