
 

Executive Assistant 
 

 
Reports to:      CEO 
 
Contract:         5 days full time on a temporary to permanent contract basis 
 
 
Salary:             £35,000 – 40,000 (depending on relevant experience)  
 
Location:         Soho, London / home based  
 
 

About the Film & Television Charity 
 

The Film and TV Charity is seeking an Executive Assistant to join a team that is 
radically reimagining the way they support people working behind the scenes 
in film, TV and cinema. They should be a natural storyteller with a strategic flair 
and a passion for building effective relationships across the film, TV and cinema 
sector.  
 
The film, TV and cinema sectors are widely admired and crucial to the UK economy, 
but a culture of long hours, challenging conditions, and an acceptance of a long-held 
status quo also mean it can be an incredibly tough sector to work in, with the retention 
of talent an ongoing problem as a result. 
 
In 2019, research commissioned by the charity found that 9 in 10 people working 
behind the scenes had experienced poor mental health. The pandemic has only 
served to exacerbate the problem, while the harrowing conversations that followed the 
Black Lives Matter protests in 2020 have further highlighted the systemic nature of 
discrimination in our industry. 
 
Since the introduction of the Film and TV Support Line in 2018, the charity has been 
on an exciting journey of change and has joined industry partners at the forefront of 
the movement to make work better for everyone in the industry. The charity is 
providing, and continuing to develop, mental health and wellbeing support, financial 
support and advice, and a host of practical resources that are making a difference to 
thousands of people every year, but its ambitions are necessarily bolder. 
 
 
 
 
 
 
 
 
 
 
 
 



Role Overview 
 
We are looking for a brilliant and ruthlessly organised superstar to join the Film and TV 
Charity as our Executive Assistant, directly supporting the CEO and Directors, and making 
the whole organisation run like clockwork.  
 
Your role will include managing meetings and workload; always ensuring we are operating 
effectively and efficiently. You will manage a wide array of external stakeholder relationships 
with our donors and partners and need to present the best and friendly face of the Charity.  
 
You will have responsibility for organising our Board of Trustees’ meetings and 
administration of papers and other materials.  
 
You may be required to take notes of meetings, and support the preparation of presentation 
materials.  
 
In all of this you will need to keep one step ahead. You are expected to be proactive, 
spotting issues before they arise, keeping on top of the workflow, and ensuring the CEO and 
Directors are prepared and supported at all times. And you will need to be adaptable, 
meeting needs as they arise, and flexing to the requirements of a small and busy 
organisation.  
 
The Charity is an incredibly rewarding and enjoyable place to work, and this role is also 
central to our workplace culture, embodying respect and empathy which are core values, as 
well as bringing energy and positivity to the team.  
  

 
Key Responsibilities 
 

• Responsible for managing the day-to-day executive assistant needs for the CEO and 
Directors.  

• Acting as point of contact among Trustees, team members, donors and other external 
partners 

• Extensive diary and calendar management including lunches, dinners, media 
appearances and social events 

• Agenda creation, logistics, video conferences/AV set up, room booking.  Liaising with 
Office Manager to co-ordinate catering where required  

• Managing information flow in a timely and accurate manner 

• Managing Directors’ diaries and set up meetings 

• Manage follow up with team members where required 

• Process and manage all expenses 

• Format information for internal and external communication, memos, emails, 
presentations, and reports 

• Compiles agendas and take notes for select meetings  



• Support the preparation of presentation materials as required 

• Screen and direct calls 

• Assist in planning team events 

• Make travel and accommodation arrangements 

 
 

Person Specification: Executive Assistant 
 

Please refer to this document carefully when completing your application and preparing for 
your interview.   
 

Requirements  Essential/ 
Desirable 

Experience and Knowledge   
 

• Experience of working as Executive Assistant, Personal Assistant or 
similar role at similar level 

 

• Experience of managing complex issues and those of a sensitive 
nature  

 

• Excellent standard of written English 
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Qualifications, skills and abilities  
 

 

• Strong interpersonal, written, and oral communications skills  
 

• Excellent MS Office knowledge (Outlook, Word, Powerpoint, Excel) 
 

• Diary management skills 
 

• Excellent organisational skills and attention to detail, with the ability to 
proactively anticipate, prioritize, multitask, and meet tight deadlines 

 

• Strong analytical and critical thinking skills 
 

• Ability to multi-task and prioritise workload 
 

• Demonstrable commitment to inclusive working, ensuring equality 
and valuing diversity 

 
 

• Excellent written and verbal communication skills, with the ability to 
communicate effectively with a wide range of audiences 
 

• Ability to self-assess own performance 
 

• High levels of personal integrity and discretion 
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• Demonstrable passion for film and television 

 
 

D 

 
 
 
 
General 
 
The candidate will be a great team member with a positive “can-do” mentality, who exhibits a 
deep passion for supporting executive leaders and senior management – so that the charity 
can deliver maximum impact for its beneficiaries.  
 
We’re an innovative, dynamic, collaborative, friendly, and welcoming team.   We put our 
beneficiaries at the heart of everything we do.   Our teams’ health and wellbeing come 
before all else, we have a number of great benefits and support avenues available to our 
people within and outside of the office.  
 
We have a modern collaborative workspace at our recently refurbished office in Golden 
Square within the heart of London’s West end, we also embrace flexible working practices to 
suit individual needs.  
 

 
Diversity statement 

The charity recognises that people from some backgrounds are under-represented in the film 
and TV industry and in the third sector and is committed to doing what it can to correct this. 
Therefore, we are especially keen to receive applications from People of Colour; people with 
disabilities; those who identify as LGBTQIA; people with 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. 

We support flexible working, with many of the team working in a variety of ways, including 
working from home, flexible hours and other variations. Please talk to us at interview about 
the flexibility you may need. 
 

To apply: 

Please also send across your CV and a covering note outlining what skills, abilities and 
experience you can bring that makes you an ideal candidate for this role.  
 

To apply, please send your CV and a brief covering note to jobs@filmtvcharity.org.uk.   

Application deadline:  
Closing date for applications:   9.00am on Friday 29th April             
 
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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