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The Film and Television Charity

Invitation to Tender for the Supply of
Recruitment Services
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The Film and Television Charity is issuing this invitation to tender (ITT) to various interested suppliers
(Tenderers) in connection with the procurement of the services described in the specification below.
Tenderers should submit their tenders (Tenders) in accordance with the instructions set out in this
ITT. By participating in this tender process, you agree to be bound by the conditions and
requirements set out in this document.

We're the charity working behind the scenes of the UK film, TV and cinema industry. From research
to writing, through casting and production, to editing, sales, distribution and exhibition, we support the
lives of everyone involved.

In 2024 the Film and TV Charity will mark an historic centenary of supporting people in the film, TV
and cinema industry. In 2018 we embarked on a journey of reinvigorating the charity to better meet
the needs of our beneficiaries — the 180,000 people working in the industry. In 2019 we began our

work in mental health, and in 2020 we supported over 7,000 people through Covid.

Today, in 2021, we have a refreshed vision which imagines a TV and film community which works
together to make work in our brilliant industry, better. We want every individual to be fully valued and
supported, and believe this benefits us all and the industry as a whole. We imagine a future where
we could offer everyone working in film, TV and cinema a place to belong. A community that
everyone is a member of, from the moment they join the industry.

We offer everyone working in TV and film a community to belong to, and we want to make work
better.

1- We offer a helping hand to the people working behind the scenes. We are building an inclusive
industry community that is here to support you through your career and every day.

2- We catalyse change to address the challenges and inequalities faced by the people who are the
heart of our industry. We amplify under-represented voices, advocate for better work, and take
action.

To achieve this ambition we have set out a 2030 strategy and a new mission and model for the Film
and TV Charity. This strategy delivers unique and exceptional impact, and is complementary to the
work of our friends and partners around the industry with whom we share audiences and aims.

Our people are essential to the success of the strategy.

This is why we are seeking a recruitment partner to work with us to find c.10 new team members.
While there are a variety of roles, every person who joins out team will bring positive energy to our
mission, put our beneficiaries (the people who work in film and TV) first, and always act with empathy
and respect.

We are committed to providing equal opportunities for everyone regardless of their background. We
acknowledge that people from certain backgrounds are under-represented in the industry and within
the third sector and we are committed to doing what we can to correct this. We will be particularly
keen to receive applications to this ITT and in the recruitment programme itself from people of colour;
people with disabilities; people who identify as being LGTBQIA; people who have a mental health
condition; and people who identify as working class now or in the past, and are always happy to
make adjustments to support individuals.
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Overview

The Charity has the following permanent roles that it is looking to fill as part of a single programme of
work over the next 3-4 months, ideally through the services of one recruitment agency, 9 roles within
two different teams:

Impact and Innovation team:

Head of Client Services

Community Development Manager

Digital Delivery Manager

Impact and Evaluation Manager

Programme and Partnerships Manager

Research and Insight Manager

Older Age Client Lead (part-time)

Community Development Regional Lead — Scotland and Northern Ireland (part-time)

ONOO~WNE

Fundraising team
9. Development Assistant

We may remove or add roles to this list, but anticipate there being no fewer than 8 and no greater
than 10 roles that will be filled through this programme of work.

We have included the job roles from the above core requirement and you should provide us with the
following details as part of your tender submission:

When did you last place a candidate with similar skills?

How many ‘active’ candidates do you have for each role?

What is your definition of an ‘active’ candidate?

What is your percentage fill rate for each role?

In total how many candidates did you place last year in each role?
A brief analysis of the market conditions for each role.

The aim of each recruitment project is to identify, recruit and retain the person with the best blend of
behavioural and functional experience and expertise for the vacant position.

You will be responsible for the co-ordination of each recruitment which will include:

(1) Search - exploring the market for suitable candidates, including from inside and outside the
industry and third sector, and from non-traditional career paths,

(2) Filtering - long-listing a range of candidates who meet the criteria of the Job Descriptions,

(3) Preliminary interviews - conducting initial interviews with candidates to test for competence

(4) Short-listing - usually c.5 candidate for each role, who will meet the Charity team for one or
more interview

In additional we expect you to:
e Agree a realistic timetable
e Advise on the impact of the market conditions
e Advise on salary and benefits.

You will be responsible for making sure that all candidates are regularly kept up to date in terms of
their progress with regard to the vacancy that they have applied for.

You must make all shortlisted candidates aware of the requirements of the role and their
responsibilities should they be selected.
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You will be required to co-ordinate interviews and ensure that candidates arrive on time for their
interview.

The Charity expects all communications connected with recruitment projects to embody its values
and obijectives.

You must inform candidates as soon as possible after shortlisting and selection decisions have been
made.

Screening of applicants

You must be able to demonstrate that you have effective processes that enable you to successfully
attract candidates via direct search or jobs boards, screen potential applicants, provide a suitable
shortlist of candidates and pre interview. In doing this your candidate care must be exemplary and
reinforce the impression The Film and Television Charity would like to make on all who are involved
at every stage of the recruitment process.

As a minimum the Charity expects the following candidate checks:
¢ Two references covering the last two years of employment
e Disclosure and Barring Service (DBS) check, if appropriate, and
e Eligibility to work in UK

Testing

We may require some testing of candidates to be carried out and as such you are asked to provide
details of what tests you are able to perform along with their associated costs, if any.

The Charity’s Responsibilities

The Charity will provide you with a recruitment or selection pack that will include either a job
description and a person specification for each role to be filled or the assignment terms for a day rate
contractor selection. The Charity hiring manager will then have day to day responsibility for the
recruitment and/or selection process.

The Charity hiring manager will agree with you the number of CV’s required for each recruitment
and/or selection, which will not exceed a maximum of 5 CV'’s.

Contract Management

The successful tenderer is required to provide a suitably qualified account manager to act as the first
point of contact for The Charity. The account manager should have suitable responsibility for day to
day decision making and we expect them to be our sole point of contact for all engagements.

The role of the account manager is to ensure the smooth running of the contract and to deal with day
to day issues. They will be required to attend performance review meetings with The Charity staff on
a quarterly basis and also as and when required.

Regular reviews of current market rates for The Charity’s core requirements and actual supplier
performance in the previous quarter will form part of the quarterly reviews.

Tenderers should provide details of their proposed account manager including their CV and the
number of accounts that they manage as part of their tender proposal along with what training and
support the account manager will receive.
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Action

Responsibility

Date complete by...

Invite selected organisations to tender The Charity 14/6/2021
Deadline to submit valid tenders Supplier 25/6/2021 at 17.00
Notify Bidders of invitation to The Charity 30/6/2021
presentation

Presentations from organisations — Supplier 06/07/2021

Please keep this date free in case you

are invited to present. Please note that

no other dates can be considered.

Evaluate presentations The Charity 07/07/21

Award contract The Charity 08/07/2021
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e The name and contact details of the person The Charity should contact, in the first instance,
to discuss any and all aspects of your Tender.

e A brief overview of your organisation, including:
o A description of previous and current relevant work.
o Previous and current relevant clients.

o Finances, to include the last three years sales turnover and profit or loss, and any
comments on anomalies with some discussion on your organisation’s ability to trade
successfully in the future.

Your capacity to do the work in the time given.

The relevant experience and expertise of those who would undertake the work, to
include as a minimum your account manager (our day to day contact).

e Atleast two relevant client referees.
e How many employees does your organisation currently have?
e Details of contracts that you have for similar services that have been awarded in the last 2
years.
e A written proposal detailing:
o How you would approach the work described above.
o Your response to The Charity’s core requirements.
e Feedback on our terms.

e Asigned and dated Form of Tender (see attached).

¢ |dentify any subcontracting or consortium arrangements, all of the parties involved and
precisely which entity(s) will be the service provider(s) and their roles.

e Declaration that there is no conflict of interest, or event or circumstance that may give rise to
a conflict of interest, or, if there is or may be any such conflict, event or circumstance, full
disclosure of the same.

¢ Please state your fees in the tender, fully explaining what is included and what is not.
e Please complete the diversity monitoring survey that describes your organisation

Tenders should be emailed to hr@filmtvcharity.org.uk to arrive no later than 17:00 on 25" June
2021.
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e ThisITT

o Diversity Monitoring survey
e The organisation chart

e The Job Roles

Please direct any questions regarding this ITT to Suzi Hewes, Head of HR, at hr@filmtvcharity.org.uk

We ask that you do not contact other Charity personnel unless directed to do so by Suzi. Only
communications made by your Bid Manager to our named representative will be taken into account
during the pre-contract Tender period. We will do our best to answer all questions that are submitted,
within five working days.

The final time and date you can ask a question is 12:00 on 25 June 2021.

The Charity reserves the right to seek clarification or request information or documentation on any
aspect of a Tender during the evaluation phase. Tenderers are asked to respond promptly and, in
any event, within any timescale specified by The Charity.

Tenderers must promptly notify The Charity of any material changes to their answers.

Tenderers may be invited to present to The Film and Television Charity on 30/6/2021 via video
conference (MS Teams or Zoom).

Invited Tenderers will be asked to make a short presentation on their proposal, including the
methodology they intend to use. Where possible, we wish to meet all personnel with whom we will have
day to day contact on this project.

The final selection will be based on:
¢ Quality of the proposal,
e The suitability and practicality of the proposed approach,
e Previous relevant experience and expertise of the applicants, value for money, and
e Alignment of values between your organisation and ours.
The successful Tenderer(s) will be selected and informed by close of business by 8" July 2021.
Unsuccessful bidders will be notified.
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The following terms and conditions apply:

1.

6.

The issue of tender documents to you is merely an invitation to tender and it does not amount
to any form of offer for any purpose whatsoever. Any acceptance of a Tender by The Charity
will be in writing by letter and subject to negotiation, finalisation, execution and completion of
formal contract documentation. No other method of acceptance shall be binding on us.
Neither this ITT, nor any information or other matter presented in connection with it, should be
regarded as a commitment on the part of The Charity to enter into a contractual arrangement.

This ITT, together with all of the documents and information supplied with or in connection to
it (tender documents), are private and confidential and remain the property of The Film and
Television Charity and must be returned or destroyed upon demand. The Charity’s tender
documents are intended for your use only and you must not disclose or pass any part of them
to any person or legal entity (including subsidiary or associated companies) without our prior
written consent.

The Charity reserves the right to change any aspect of, or cease, the tender process at any
time.

We will not share questions and answers that are specific to you or your organisation where
the answer could, because of your unique expertise or perspective, give you a competitive
advantage.

Please complete and return the attached Form of Tender as part of your submission. For your
Tender to be valid you must complete all the details requested in the Form of Tender:

. Where the Tenderer is an individual, by that individual.
. Where the Tenderer is a partnership established in England and Wales, by at least one

partner who is authorised to sign the Tender on behalf of that partnership.

e  Where the Tenderer is a company incorporated and registered in England and Wales, by

at least one authorised signatory who is authorised to sign the Tender on behalf of that
company.

e  Where the Tenderer is any other entity, wheresoever incorporated, established and/ or

based, by the minimum number of authorised signatories who are authorised to sign the
Tender on behalf of that entity.

The Charity expects each Tender and offer to be valid for a period of at least 90 days from the
date of submission.

You must satisfy yourself, through your own efforts, of the accuracy of any information you
rely on to complete your Tender. The Charity does not make any express or implied
representation or warranty as to the accuracy, adequacy, completeness or otherwise of this
ITT or any statement, opinion, conclusion or information contained in it or any other verbal or
written communication made to any Tenderer. All information supplied by or on behalf of The
Charity to any Tenderer, including that contained in this ITT, is subject to the Tenderer’'s own
due diligence.

The Charity accepts no responsibility or liability to any Tenderer whatsoever and howsoever
arising in connection with this ITT or its use, any statement, opinion, conclusion or information
contained in it, or any omission from it, or in connection with any other verbal or written
communication made to any Tenderer. You must also satisfy yourself as to the accuracy and
sufficiency of the prices and rates that you tender.
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10.

11.

12.

13.

14.

15.

16.

By issuing this ITT, The Charity is not contractually bound to consider or accept any Tender.
We cannot guarantee the total volume or value of goods and / or services that we will
purchase from those Tenderers to whom we award a contract nor does The Charity bind itself
to accept the lowest priced Tender or any Tender.

If we need to make any changes and / or additions to any of the tender documents you will
receive an e-mail to let you know this has happened. These changes and alterations will be
deemed to form part of the tender documents.

Tenderers must promptly notify The Charity of (i) any material change(s) to the information
and documentation submitted in relation to a Tender and/ or (ii) any material change to a
Tenderer’s circumstances where such change would adversely affect the Tender and the
ability of the Tenderer to perform a contract (if awarded).

The Charity will not be liable for or pay any expenses, costs or losses which you might incur
in preparing your Tender whether or not it is successful.

All Tenderers are recommended to seek independent legal and financial advice in connection
with this ITT.

Any attempt by Tenderers or their advisors to influence the award process may result in the
Tenderer being disqualified.

All intellectual property rights in this ITT and all documents and other materials provided by
The Charity in connection with it are and shall remain the property of The Charity.

Tenderers may not in any way advertise or publicly announce that they are entering into
discussions with and/ or undertaking work for The Charity without our prior written consent.
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We do hereby offer to enter into a contract (“Contract”) with The Film and Television Charity on the
terms and conditions of the tender documents, subject only to those Tenderer qualifications as may be
agreed by The Film and Television Charity.

We undertake to keep the tender open for acceptance by The Film and Television Charity for a period of
ninety (90) days from the submission date.

We declare that this is a bona fide tender, intended to be competitive, and that we have not fixed or
adjusted the amount of the tender by, or under, or in accordance with, any agreement or arrangement

with any other person. We further declare that we have not done, and we undertake that we will not do,
any of the following acts prior to award of this Contract:

(@) Collude with any third party to fix the price of any humber of tenders for this Contract;

(b) Offer, pay, or agree to pay any sum of money or consideration directly or indirectly to any person
for doing, having done, or promising to be done, any act or thing of the sort described herein and above.

We hereby declare that there is no conflict of interest or any event or circumstance that could give rise to
a conflict of interest in the performance of the proposed Contract. To the extent that there is or may be
any such conflict, event or circumstance, we confirm that this has been fully declared to The Charity.

We understand that you are not bound to accept the lowest price, or any, tender.

Signed:

Date:

Name:

In the capacity of:

Duly authorised to sign tenders for and on behalf of:
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Proposed Organisation Chart
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Please complete the diversity monitoring survey below that helps us to understand the composition of
your organisation:

1. DISABILITY - The Equality Act 2010 defines disability as ' a physical or mental impairment which has
a substantial and long term on a person's ability to carry out normal day to day activities.
How many staff consider themselves to have a disability, impairment, learning difference or long-term
condition?

Answer:

2. SEXATBIRTH
What percentage of staff consider their sex at birth to be:
Male
Female
Intersex or
Prefer to self- identify
Prefer not to say

3. GENDER IDENTITY
What percentage of staff think of themselves:
Male
Female
In another way
Prefer not to say

4. SEXUAL IDENTITY:
What percentage of staff are:
Asexual
Bixsexual
Gay man
Gay woman / lesbian
Prefer not to say
Queer
Straight / heterosexual
Other

5. ETHNIC IDENTITY
What percentage of employees have the following ethnic origin (or the closest UK Census based
category):

Asian/Asian British

e South Asian

e East Asian

e South East Asian

¢ Any other Asian Background
Black/African/Caribbean/Black British
e African

e Caribbean

e Any other Black/African/Caribbean background
Mixed/multiple ethnic groups

e White & Asian

¢ White & Black African

e White & Black Caribbean
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e Any other mixed/Multiple ethnic groups background
White

e White British (English/Welsh/Scottish/Northern Irish)
e White Gypsy or Irish Traveller

e lrish

e Any other white background
Other ethnic group

e Arab

Prefer not to say

6. EMPLOYEE NATIONALITY
Please list percentages by nationality for employees.

7. AGE GROUP
Which age groups do employees fall into:
e 16-19
20-24
25-29
30-34
35-39
40-44
45-49

8. RELIGION
What religion do employees associate themselves with?

Buddhist
Christian

Hindu

Jewish

Muslim

Sikh

No religion
Other

Prefer not to say

9. EDUCATIONAL BACKGROUND
What type of school did employees mainly attend between the ages of 11 and 16?

e Attended school outside the UK

¢ Independent or fee-paying school — bursary

e Independent or fee-paying school — no bursary

e State-run or state-funded school — non-selective

e State-run or state-funded school — selective on academic, faith or other grounds
e Don’t know

o Prefer not to say

e Other
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10. BACKGROUND
When you were 14, what did the main income earner in employees’ household do for a living?

Clerical and intermediate occupations e.g. secretary, nursery nurse, office clerk, call centre
agent

Middle or junior managers e.g. office manager, warehouse manager, restaurant manager
Modern professional occupations e.g. teacher, nurse, social worker, artist, musician, software
designer

Routine manual and service occupations e.g. van driver, cleaner, porter, waiter/waitress, bar
staff

Semi-routine manual and service occupations e.g. postal worker, security guard, machine
worker, receptionist, sales assistant

Senior managers and administrators e.g. finance manager, chief executive

Technical and craft occupations e.g. fitter, plumber, printer, electrician

Traditional professional occupations e.g. accountant, solicitor, scientist, medical practitioner
Unemployed/never worked/long term sickness

Prefer not to say
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JOB DESCRIPTIONS

Index:

Head of Client Services

Community Development Manager

Digital Delivery Manager

Impact and Evaluation Manager

Programme and Partnerships Manager

Research and Insight Manager

Older Age Client Lead (part-time)

Community Development Regional Lead — Scotland and Northern Ireland (part-time)
Development Assistant
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FILM+TV
CHARITY

Head of Client Services

Reports to: Director of Impact and Innovation
Contract: Permanent Full time

(As an organisation we support flexible working. Many of our staff work flexibly in
many ways, including part-time and working from home. Please talk to us at
interview about the flexibility you need)

Salary: £60,000 - £75,000 depending on experience
Location: London office and home-based

Role Overview

Lead the Charity’s Support Services to deliver on our ambitious new strategy to build an inclusive
community hub that offers support and a helping hand to everyone working behind the scenes in the film
and TV industry. Our aim is to support 15,000 people every year by 2024.

Ensure continuous improvement of client services to maintain the highest quality, impact and safety.

Main Areas of Responsibility
Client Service Leadership

Lead a client service culture, acting as a voice, champion and advocate for our clients and their
needs, both internally and externally.

Oversee the digital transformation of the charity’s client services, including the implementation and
continuous development of a central support hub which is user lead, fully accessible and meets
the needs of our clients.

Ensure all client services are focused towards and reach those in greatest need and are fully
inclusive, meeting the needs of all beneficiaries, including Black, Asian and minority ethnic industry
workers, disabled industry workers, LGBTQ+ industry workers, and women.

Oversee the management of a portfolio of client services that work together to deliver on impact
goals and tools that deliver the impact goals.

Work closely with the Marketing and Communications team to develop positive interactions with
the charity, ensuring widest possible reach and seamless journeys into our services.

Work closely with the Incubator team to support development of new services and ensure
seamless integration of activities from ideas, to pilot through to implementation and embedding in
the Support Service.

Evaluation and Reporting

Develop a robust performance and outcome measurement framework for the Support Service,
ensuring that all services have clear objectives and metrics and that feedback from clients and
people working in the industry is embedded in reporting.

Providing regular consolidated insights and updates to the Senior Management Team, outlining
key progress, challenges and risks associated with the Support Service.

Produce impact and evaluation reports for stakeholders and donors.

Team Leadership

Provide strong and effective direction, leadership, and management to the Support Service Team.
Manage the Support Service budget, ensuring responsible expenditure of the charity’s resources
and value for money for our donors.

Be an active and integral part of the Senior Management Team.
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Risk Management
o Ensure systems are in place to prevent, identify and manage risk in relation to client services.
o Accountable for ensuring effective safeguarding across the organisation.

General

o To be prepared to travel to meetings across the UK and be away from home overnight
occasionally, as the job reasonably demands.

o To undertake any other works as could be expected.

o To operate in a way that ensures you are recognised as a role model for the Charity’s core values
and behaviours.

Skills & Capabilities Required:

o Excited by, and committed to, the charity’s purpose and strategy.

o Strong track record of driving and managing a high-profile client service function, ideally in a
digital-first environment.

o An exceptional communicator who can convey the strategic vision of the Support Service internally
and externally, and who builds genuine and trusting relationships at a senior level.

o Experience of developing and overseeing impact assessment frameworks.

o Comfortable working in a fast-paced environment.

o Confident using digital tools and platforms for service delivery and data management.

o Proven expertise in shaping, developing, and motivating diverse, inclusive, and high-performing
teams, steering, and coaching where required to manage competing priorities and ensure effective
outcomes.

o Extensive knowledge of safeguarding legislation and practice.

o Creative, strategic, and practical

o Self-motivated

o Solution focused approach

o Be comfortable working in a matrix organisation.

o Understanding of how the film and/or television industry works

What we look for in a candidate
To join our team, you will be a people person who is passionate about making a difference. You will be a
committed team member but also confident working on your own initiative.

Diversity statement

The Charity is a committed to providing equal opportunities for everyone regardless of their background.
We acknowledge that people from certain backgrounds are under-represented in the industry and within
the third sector and we are committed to doing what we can to correct this. We are particularly keen to
receive applications from people of colour; people with disabilities; people who identify as being
LGTBQIA; people who have a mental health condition; and people who identify as working class now or
in the past.

This is not an exhaustive job description and may be subject to change according to the needs and
development of the role. It is expected that the post holder may undertake such other duties as may
reasonably be requested.
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CHARITY

Community Development Manager

Reports to: Head of Community and Inclusion
Contract: Permanent - Full time

(As an organisation we support flexible working many of our staff work flexibly in
many ways, including part-time and working from home. Please talk to us at
interview about the flexibility you need.)

Salary: £40,000 -£50,000 depending on experience
Location: London & Home-based

Role Overview
As the Community Development Manager, you will lead and manage a programme of work to support a
thriving and fully inclusive support network within our industry community.

Main Areas of Responsibility

Develop and deliver a community strategy that aligns with the charity’s key objectives.

Build supportive and reciprocal partnerships with grassroots community groups and industry bodies
who share the Charity’s objectives.

Manage our community support awards, including the impact partnership programme and our
research fellowships.

Help build capacity for effective community and peer support, helping foster strong leadership and
sustainability of our grassroots community groups.

Ensure services and initiatives are of the highest quality and make a real difference to workers in our
community.

Co-ordinate research with communities and stakeholders to identify their priorities and perceptions.
Line management responsibility for a small team.

General

To operate in a way that ensures you are recognised as a role model for the Charity’s core values
and behaviours.

To undertake any other works as could be expected.

To be prepared to travel to meetings across the UK and be away from home overnight occasionally,
as the job reasonably demands.

Page 18 of 32



Skills & Capabilities Required:

e A track record of developing and maintaining positive partnerships.

e Experience of developing new projects and excellent project management skills.

e Passionate about creating opportunities for people facing discrimination and structural inequalities
and an active commitment to equal opportunities, with the ability to work in culturally diverse
communities and groups.

e The ability to understand, analyse and contextualise a range of data, performance metrics and
outcomes to reach conclusions and judgements.

e Flexible approach

e Proactive and able to self-manage.

e Experience working in film and/or television and an understanding of and empathy for the structural
and cultural issues impacting workers wellbeing.

What we look for in a candidate
To join our team, you will be a people person who is passionate about making a difference. You will be a
committed team member but also confident working on your own initiative.

Diversity statement

The Charity is a committed to providing equal opportunities for everyone regardless of their background.
We acknowledge that people from certain backgrounds are under-represented in the industry and within
the third sector and we’re committed to doing what we can to correct this. We are particularly keen to
receive applications from people of colour; people with disabilities; people who identify as being
LGTBQIA; people who have a mental health condition; and people who identify as working class now or
in the past.

If you need us to make any adjustments to our recruitment process, we will be happy to support you.

This is not an exhaustive job description and may be subject to change according to the needs and

development of the role. It is expected that the post holder may undertake such other duties as may
reasonably be requested.
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CHARITY

Digital Delivery Manager

Reports to: Head of Client Services

Contract: Permanent Full Time (As an organisation we support flexible working. Many of our
staff work flexibly in many ways, including part-time and working from home.
Please talk to us at interview about the flexibility you need.)

Salary: £50,000 - £65,000 depending on experience

Location: London office and home based

Role Overview
As the Digital Delivery Manager you will be responsible for the effective delivery of our digital-first
approach to offering a suite of support services to our beneficiaries working in the film and TV industry.

Main Areas of Responsibility

o Responsible for planning, maintaining and developing our digital services and platform, ensuring
our offer reflects industry values, is cost effective and places user experience at its centre
Ensuring our digital service platform is intuitive and enables seamless, curated client journeys
Help to define and drive forward our digital offering ensuring alignment across our clients needs
Manage the continuous development and delivery of new digital products and services

Act as a champion of our digital first approach inside and outside the organisation

Articulate our digital vision and obtain buy-in from our stakeholders

Ensure all digital products and services are delivered on time and within budget

Oversee risk and issue management by ensuring mitigations are in place and resolved through
agreement with various parties

General

o To operate in a way that ensures you are recognised as a role model for the Charity’s core values
and behaviours

o To undertake any other works as could be expected

o To be prepared to travel to meetings across the UK and be away from home overnight
occasionally, as the job reasonably demands.

Skills & Capabilities Required:

o Proven experience delivering excellent digital services to consumers

o Experience of shaping and implementing digital strategies

o Complete familiarity with the digital production cycle — including briefing, estimating, risk
management, project control and management

o Have strong ideas and enthusiastic opinions about things like usability, app development, web

trends, design and outreach

Creative and technical

Strong project management skills

Confident and engaging copywriter

Awareness of digital technologies and agile delivery methods

Passionate about creating user-centric products that meets the needs of our clients

A tenacious individual with a “can do” attitude

Self-motivation and able to take responsibility

Comfortable working in a matrix organisation

Flexible in your working approach

Understanding of how the film and/or television industry works
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What we look for in a candidate

To join our team, you will be a people person who is passionate about making a difference. You will be a
committed team member but also confident working on your own initiative.

This hands-on role is both creative and technical and will play a key role in the expansion and
development of the charity's digital services.

Diversity statement

The Charity is a committed to providing equal opportunities for everyone regardless of their background.
We acknowledge that people from certain backgrounds are under-represented in the industry and within
the third sector and we’re committed to doing what we can to correct this. We are particularly keen to
receive applications from people of colour; people with disabilities; people who identify as being
LGTBQIA; people who have a mental health condition; and people who identify as working class now or
in the past.

If you need us to make any adjustments to our recruitment process, we will be happy to support you.

This is not an exhaustive job description and may be subject to change according to the needs and

development of the role. It is expected that the post holder may undertake such other duties as may
reasonably be requested.
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FILM+TV
CHARITY

Impact and Evaluation Manager

Reports to: Head of Client Services

Contract: Permanent — Part Time (3/5 days)
(As an organisation we support flexible working many of our staff work flexibly in
many ways, including part-time and working from home. Please talk to us at
interview about the flexibility you need)

Salary: £40,000 - £50,000 pro rata depending on experience

Location: London office and home-based

Role Overview

As the Impact and Evaluation Manager you will be responsible for the development of robust frameworks
and tools to evaluate our performance against mission, enabling us to tell compelling stories to our
donors, and to drive continuous improvement.

Main Areas of Responsibility

o Drive a culture of impact evaluation and continuous improvement across the Charity, ensuring
impact informs decisions at every level.

o Develop a robust performance and outcome measurement framework for the Support Service,
ensuring that all services have clear objectives and metrics and that feedback from clients and
people working in the industry is embedded in reporting.

o Advise on the most effective way to capture data and to ensure it is of the highest quality to use for
meaningful analysis.

o Manage the collection and collation of client data to demonstrate reach, impact and monitor
against D&l targets and other impact measures.

o Work closely with the Development team to inform and develop the impact stories that underpin
our Case for Support to donors large and small.

o Work collaboratively across all teams to improve evaluation activities, support with evidence-based
service design, and develop new programmes of work.

o Providing regular consolidated impact reports and updates to the Head of Client Services, senior
leadership team, Trustees, and other colleagues.

o Use qualitative analysis to create stories about the impact of the Charity’s work.

o Produce high quality and engaging impact reports for donors and external stakeholders.

General

o To operate in a way that ensures you are recognised as a role model for the Charity’s core values
and behaviours.

o To undertake any other works as could be expected.

o To be prepared to travel to meetings across the UK and be away from home overnight
occasionally, as the job reasonably demands.

Skills & Capabilities Required:

o Experience of impact measurement, statistical analysis & service/programme evaluation in a similar
sector.

o Ability to plan, prioritise and deliver tasks to agreed deadlines.

. Excellent written and verbal communication skills, with an ability to communicate with confidence and
tell stories in an engaging way.

o Excellent analytical and numeracy skills with the ability to interpret data in accurate, concise
materials and reports.

o Interpersonal skills and the ability to build effective, collaborative relationships with individuals.

o Ability to influence outcomes with colleagues and key stakeholders.

o Confident using MS office suite and Salesforce.
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o Ability to handle and distil large quantities of data.
o Understanding of how the film and/or television industry works

What we look for in a candidate
To join our team, you will be a people person who is passionate about making a difference. You will be a
committed team member but also confident working on your own initiative.

Diversity statement

The Charity is a committed to providing equal opportunities for everyone regardless of their background.
We acknowledge that people from certain backgrounds are under-represented in the industry and within
the third sector and we’re committed to doing what we can to correct this. We are particularly keen to
receive applications from people of colour; people with disabilities; people who identify as being
LGTBQIA; people who have a mental health condition; and people who identify as working class now or
in the past.

If you need us to make any adjustments to our recruitment process, we will be happy to support you.
This is not an exhaustive job description and may be subject to change according to the needs and
development of the role. It is expected that the post holder may undertake such other duties as may
reasonably be requested.
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CHARITY

Programme and Partnerships Manager

Reports to: Director of Impact and Innovation

Contract: Permanent - Full Time
(As an organisation we support flexible working. Many of our staff work flexibly in
many ways, including part-time and working from home. Please talk to us at
interview about the flexibility you need.)

Salary: £40,000 - £50,000 depending on experience

Location: London & Home-based

Role Overview

As Programme and Partnerships Manager you will support the successful delivery of the Charity’s
strategic objectives and mission by working effectively across internal teams and with external partners
to oversee, support and enable the development and delivery of a portfolio of impactful projects and
services that will make working life better for those in the film, TV and cinema industry.

Main Areas of Responsibility

e Provide operational support to drive forward the goals and aims of the charity, ensuring that activities
are delivered to a high standard, on time, and to budget.

¢ Encourage and enable matrix working, supporting effective communication and planning across the
department and wider Charity.

e Liaise across charity functions to ensure collaboration and enable a seamless development process
through the pipeline from evidence to idea to implementation.

¢ Manage and oversee project/programme development from idea to proposal and case for support
and into implementation.

o Develop and grow strong and impactful relationships with a range of key external stakeholders.

e |dentifying potential partnerships and devising strategies to develop these.

¢ Manage a portfolio of formal and informal partnerships, including reporting and informal updates,
responding to feedback and identifying any potential issues.

General

o To operate in a way that ensures you are recognised as a role model for the Charity’s core values
and behaviours.

e To undertake any other works as could be expected.

e To be prepared to travel to meetings across the UK and be away from home overnight occasionally,
as the job reasonably demands.

Skills & Capabilities Required:

e Experience of managing multi-dimensional programmes and operating effectively in a high-
performing team.

e Experience of operating in multi-stakeholder environments, and adept at managing competing
internal and external interests to deliver outcomes while maintaining positive engagement from all
parties.

e Excellent strategic planning and change control skills.

e Experience of managing risks and delivering objectives within financial and other constraints.

Proven project/programme management and delivery skills, delivering required outcomes to time,

budget, and quality, within a matrix structure.

Problem-solver with a pro-active ‘can do’ attitude.

Effective communication and presentation skills

Demonstratable stakeholder management skills

Aptitude for convening and collaborating in multi-disciplinary teams.

Flexible attitude to work
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e Proactive and able to self-manage.
e Experience working in the TV, film and cinema industries.

What we look for in a candidate
To join our team, you will be a people person who is passionate about making a difference. You will be a
committed team member but also confident working on your own initiative.

Diversity statement

The Charity is a committed to providing equal opportunities for everyone regardless of their background.
We acknowledge that people from certain backgrounds are under-represented in the industry and within
the third sector and we’re committed to doing what we can to correct this. We are particularly keen to
receive applications from people of colour; people with disabilities; people who identify as being
LGTBQIA; people who have a mental health condition; and people who identify as working class now or
in the past.

If you need us to make any adjustments to our recruitment process, we will be happy to support you.

This is not an exhaustive job description and may be subject to change according to the needs and

development of the role. It is expected that the post holder may undertake such other duties as may
reasonably be requested.
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CHARITY

Research and Insight Manager

Reports to: Head of Community and Inclusion

Contract: Permanent - Full Time
(As an organisation we support flexible working. Many of our staff work flexibly in
many ways, including part-time and working from home. Please talk to us at
interview about the flexibility you need)

Salary: £40,000 - £50,000 depending on experience

Location: London & Home-based

Role Overview

As Research and Insight Manager you will be responsible for generating and collating research and
insights through multiple modes and from multiple sources to develop a rich sectorial understanding of
issues affecting the film and TV industry workforce to support the development evidence-led solutions.

Main Areas of Responsibility

Research

« Stay abreast of key research, policy and activity around the film and TV workforce and particularly
issues of inclusion and discrimination.

* Understand trends and industry perspectives on key issues.

*  Support delivery of our biennial industry survey

+ |dentify data and knowledge gaps and drive new initiatives in research to address them.

Inform

e Synthesise multiple data sources to provide insights into the size, shape and wellbeing of the film
and TV workforce

e Share insights with the Support Service team to inform and develop services.

¢ Identify and develop insight-led solutions.

Engage

e Develop and maintain positive relationships with partners with shared research interests, including
other industry bodies and academia.

e Proactively drive the workforce wellbeing agenda across the industry, seeking opportunities to share
insights, debate issues, build partnerships and galvanise action.

o Deliver high quality, persuasive and concise reports and recommendations for industry audiences.

General

o To operate in a way that ensures you are recognised as a role model for the Charity’s core values
and behaviours.

e To undertake any other works as could be expected.

o To be prepared to travel to meetings across the UK and be away from home overnight occasionally,
as the job reasonably demands.

Skills & Capabilities Required:

e Deep understanding of, and well networked in the film and/or TV industry.

e Strong problem-solving skills, taking a structured, hypothesis driven approach.

o Exceptional analytical skills, comfortable working with quantitative data and detailed numerical
analysis.

e Strong track record of producing engaging, insightful, and contextualised research reports, including
actionable recommendations.

e Being able to provide insight and report to senior stakeholders.

¢ Ability to communicate effectively at all levels, and present complex ideas in a simple manner.

e Ability to put people at ease, facilitating strong engagement in research activities.
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¢ Flexible attitude to work.
¢ Intellectually curious, creative thinker and a highly motivated self-starter.
e Proactive and able to self-manage.

What we look for in a candidate
To join our team, you will be a people person who is passionate about making a difference. You will be a
committed team member but also confident working on your own initiative.

Diversity statement

The Charity is a committed to providing equal opportunities for everyone regardless of their background.
We acknowledge that people from certain backgrounds are under-represented in the industry and within
the third sector and we’re committed to doing what we can to correct this. We are particularly keen to
receive applications from people of colour; people with disabilities; people who identify as being
LGTBQIA; people who have a mental health condition; and people who identify as working class now or
in the past.

If you need us to make any adjustments to our recruitment process, we will be happy to support you.
This is not an exhaustive job description and may be subject to change according to the needs and
development of the role. It is expected that the post holder may undertake such other duties as may
reasonably be requested.
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CHARITY
Older Age Client Lead

Reports to: Head of Client Services
Contract: Part Time — Four days a week

(As an organisation we support flexible working many of our staff work flexibly in
many ways, including part-time and working from home. Please talk to us at
interview about the flexibility you need.)

Salary: £40,000-£50,000 (pro rata) depending on experience
Location: Home-based and/or London office based

Role Overview

You will be responsible developing and delivering a strategy to support film and TV industry workers into
and through retirement, following in the Film and TV Charity’s long history of support to older age clients,
and enabling future generations of industry retirees to lead secure and happy retirement chapters to their
working lives.

Main Areas of Responsibility

Manage all aspects of the support for our existing legacy clients.

Develop and deliver a strategy to broaden our support offer to a wider group of beneficiaries of
retirement age in a dynamic way that delivers impact and value.

Ensure that new services are focused towards and reach those in greatest need and are fully
inclusive, meeting the needs of all potential beneficiaries.

Explore how uncommitted funds in our ringfenced legacy support could be redirected to address
the lack of diversity in our legacy client group.

Ensure effective systems are in place to prevent, identify and manage risk relating to legacy and
retirement client service.

Work with the Impact and Evaluation Manager to support data management and analysis of our
legacy and retirement client service and produce quality and impact reports on our services.
Identify and develop potential partnerships for effective and impactful delivery of our legacy and
retirement client support, including with older age charities.

General

To operate in a way that ensures you are recognised as a role model for the Charity’s core values
and behaviours

To undertake any other works as could be expected

To be prepared to travel to meetings across the UK and be away from home overnight
occasionally, as the job reasonably demands.

Skills & Capabilities Required:

Extensive experience working within a service delivery setting

Experience managing service delivery within agreed budgets

Experience developing new services for adults to better meet needs and improve efficiency and
effectiveness.

Experience working with and/or an understanding of the issues impacting retirement age clients
Experience of managing risks, and delivering objectives within financial and other constraints
Proven project management and delivery skills

Good judgement and the ability to make difficult decisions around resource allocation.
Excellent communication, presentation and report writing skills

Experience of developing good working relationships with people from other organisations
Demonstrable commitment to equalities and anti-discriminatory practice

Comprehensive knowledge of safeguarding
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. Flexible attitude to work
o Proactive and able to self-manage
. Good understanding of the TV, film and cinema industries

What we look for in a candidate
To join our team, you will be a people person who is passionate about making a difference. You will be a
committed team member but also confident working on your own initiative.

Diversity statement

The Charity is a committed to providing equal opportunities for everyone regardless of their background.
We acknowledge that people from certain backgrounds are under-represented in the industry and within
the third sector and we’re committed to doing what we can to correct this. We are particularly keen to
receive applications from people of colour; people with disabilities; people who identify as being
LGTBQIA; people who have a mental health condition; and people who identify as working class now or
in the past.

If you need us to make any adjustments to our recruitment process, we will be happy to support you.

This is not an exhaustive job description and may be subject to change according to the needs and

development of the role. It is expected that the post holder may undertake such other duties as may
reasonably be requested.
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CHARITY

Community Development Regional Lead
(Scotland and Northern Ireland)

Reports to: Community Development Manager

Contract: Permanent — Part Time (2/5 days)

(As an organisation we support flexible working. Many of our staff work flexibly in many ways, including
part-time and working from home. Please talk to us at interview about the flexibility you need.)

Salary: £40,000 (pro rata) depending on experience

Location: Located in the nations and regions & home-based

Role Overview

You will be responsible for building a supportive community of people working in film, television, and
cinema across the relevant nation and/or region; developing shared-value and outcome-oriented
partnerships with the local industry bodies and groups; and representing your nation and/or region within
the Charity’s work.

Main Areas of Responsibility
* Act as a champion and advocate of the Charity’s work in the region.
* Grow and develop the Charity’s networks in the nations and regions, building supportive and
reciprocal partnerships with grassroots community groups and industry bodies.
« Stay abreast of key issues and activity in the local film and TV landscape.
» Understand regional trends and industry perspectives on key issues.
* Act as the voice for your nation/region, sharing insights to develop sectorial understanding of issues
effecting the workforce in your nation/region.
* Help build capacity for effective community and peer support in the region, helping foster strong
leadership and sustainability of our grassroots community groups.
» Support successful delivery of UK wide initiatives across the nation/region.
* Promote the Fellowships and Impact Partnerships Programme in the nation/region, championing
regional projects and perspectives.

General
» To operate in a way that ensures you are recognised as a role model for the Charity’s core values
and behaviours.
* To undertake any other works as could be expected.
* To be prepared to travel to meetings across the UK and be away from home overnight occasionally,
as the job reasonably demands.

Skills & Capabilities Required:
* Excellent ability to build relationships
» Excellent communication skills, enabling to you deliver workshops to groups as well as
communicating our mission to a wide range of stakeholders
» Experience of working in or with the TV, film and cinema industries.
* Deep understanding of the regional film and TV landscape
* Flexible attitude to work
* Proactive and able to self-manage.
* A good understanding of complexities and barriers faced by people within the industry.

What we look for in a candidate

To join our team, you will be a people person who is passionate about making a difference. You will be a
committed team member but also confident working on your own initiative.
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Diversity statement

The Charity is a committed to providing equal opportunities for everyone regardless of their background.
We acknowledge that people from certain backgrounds are under-represented in the industry and within
the third sector and we’re committed to doing what we can to correct this. We are particularly keen to
receive applications from people of colour; people with disabilities; people who identify as being
LGTBQIA; people who have a mental health condition; and people who identify as working class now or
in the past.

If you need us to make any adjustments to our recruitment process, we will be happy to support you.

This is not an exhaustive job description and may be subject to change according to the needs and

development of the role. It is expected that the post holder may undertake such other duties as may
reasonably be requested.
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CHARITY

Development Assistant

Reports to: Head of Fundraising (dotted line to Development Director)

Contract: Permanent Full time
(As an organisation we support flexible working. Many of our staff work flexibly in
many ways, including part-time and working from home. Please talk to us at
interview about the flexibility you need.)

Salary: £25,000 - £28,000 depending on experience

Location: London office and home based

Role Overview

The Development Assistant supports all of the activities of the Fundraising team, providing
administration assistance to colleagues and working on outreach and engagement projects to grow the
fundraising pipeline. A key objective is to build and improve relationships with individuals and
organisations working in the film and TV industry so the role requires strong organisational skills and a
creative and entrepreneurial nature. This is an exciting opportunity to participate in a wide range of
fundraising and outreach activities. We are looking for someone with compassion, and belief in the
Charity’s mission, who is confident to represent us in the industry.

Main Areas of Responsibility

e Supports the Director of Development, Head of Fundraising and Memberships Officer with the day-

to-day departmental requirements

Understanding of (and passion for) the film, TV and/or cinema sector is essential

Excellent communication skills (both written and oral) are essential

Experience in fundraising is desirable, as is experience in community outreach and engagement

May be required to travel (within the UK)

General

e To operate in a way that ensures you are recognised as a role model for the Charity’s core values
and behaviours

e To undertake any other works as could be expected

e To be prepared to travel to meetings across the UK and be away from home overnight occasionally,
as the job reasonably demands.

Skills & Capabilities Required:
e Detail-orientated
Ability to interpret information from numerous sources to prepare and present reports
Competent and creative in PowerPoint and presentation design
Self-motivation and able to take responsibility
Experience of working in an environment with multiple stakeholders
Be comfortable reporting to more than one person
Be flexible in your working approach
Understanding of how the film and/or television industry works

Diversity statement

The Charity is a committed to providing equal opportunities for everyone regardless of their background.
We acknowledge that people from certain backgrounds are under-represented in the industry and within
the third sector and we’re committed to doing what we can to correct this. We are particularly keen to
receive applications from people of colour; people with disabilities; people who identify as being
LGTBQIA; people who have a mental health condition; and people who identify as working class now or
in the past.

This is not an exhaustive job description and may be subject to change according to the needs and
development of the role. It is expected that the post holder may undertake such other duties as may
reasonably be requested.
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