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Independent Cinema Office 
 
The Independent Cinema Office (ICO) is the national organisation for the support and development of 
the independent cinema exhibition sector in the UK.  It offers film programming services to cinemas, 
brings films into distribution and is the main provider of events, training and advice for the independent 
cinema sector.  It works with the main funding bodies in film exhibition, is a company limited by 
guarantee and a registered charity. 
 
Its film programming clients include cinemas as diverse as the Watershed in Bristol, the Broadway in 
Nottingham, Hebden Bridge Picture House and Barn in Totnes.  In 2018 it released the films The Piano, 
Blood Simple and the Revolt, She Said touring programme amongst other titles.  It also delivers 
Screening Days, a national and regional showcase for cultural cinema for film societies, community 
cinemas and cinemas.  It offers a portfolio of national and internationally renowned training 
programmes for exhibitors. 
 
From 2018 the Independent Cinema Office became the lead organisation for Film Hub South East 
 

Film Hub South East and BFI NETWORK 
 
Film Hub South East is part of the British Film Institute’s Film Audience Network (BFI FAN).  
 
Supported by National Lottery funding, BFI FAN is a unique collaboration made up of eight Hubs 
managed by leading film organisations and venues strategically placed around the UK, and is the 
backbone of the BFI’s strategy to ensure the greatest choice of film is available for everyone.   
 
The Independent Cinema Office is the lead organisation for Film Hub South East.  Providing resources, 
training and funding for film exhibition – with an emphasis on growing new audiences for British 
independent and international film.  Film Hub South East also delivers talent development activity for 
aspiring filmmakers and raises awareness of film culture in the region though our BFI NETWORK 
activities.   
 
BFI NETWORK is a UK-wide collaboration between the BFI and film organisations and venues around 
the country, with a mission to discover and support talented writers, directors and producers at the 
start of their careers.  Our BFI NETWORK talent executive discovers, supports, develops and 
champions new and emerging filmmakers across the South East - in the counties of Bedfordshire, 
Berkshire, Buckinghamshire, Cambridgeshire, Essex, Kent, Norfolk, Oxfordshire, Suffolk, Surrey and 
Sussex. 
 
We are seeking a highly organized and motivated BFI NETWORK Coordinator to support in the delivery 
of our talent development activity across the South East, based at our office in central London. 
 
This is a unique opportunity to join a vibrant and creative team working with a diverse range of 
partners.   The ICO is a small arts organisation and the individual we are seeking must be meticulously 
organised, able to use their own initiative to juggle a variety of tasks and take responsibility for their 
own work. In return, we offer the chance to work with a friendly, creative team at the forefront of 
independent cinema exhibition in the UK. 
 
The ICO is based in central London near Oxford Circus.

http://www.bfi.org.uk/supporting-uk-film/distribution-exhibition-funding/film-audience-network
https://network.bfi.org.uk/


 

                                                      

Job Description 
 
The ICO expects all staff to adhere to the organisation’s key values and principles, which are: to 
demonstrate enthusiasm, flexibility and passion; a willingness to work hard; strive for excellence and 
take on responsibility; be enterprising and use initiative; and support diversity in all its forms. 
 
Job title:   BFI NETWORK Coordinator 
 
Salary:    £24,000 pro-rata, 2.5 days a week (£12,000)    
  
Reports to:    BFI NETWORK Talent Executive 
 
Contract:  Fixed-term, seven-month contract (until 31 March 2020) with 

possibility of extension 
 
Working hours:   Three days a week 10am-6pm with one hour lunch break,                                                                                                                                                                                                               

occasional evenings and weekends as required 
 
Holidays:  25 days per year pro-rata of which a number of compulsory days must 

be taken during the office closure at Christmas 
 
Probationary period:   Six months 
 
Notice period:    One month 
 
Terms and conditions; 
The above position is offered on a fixed-term contract.  The above details and the job description for the 
position of BFI NETWORK Coordinator are a guide to the nature of the work required.  They are not 
wholly comprehensive or restrictive and do not form part of the contract of employment.  

 
Main Objectives 
 
Purpose of the post: 
To support in the delivery of our talent development activity across the South East as part of BFI 
NETWORK.  Providing comprehensive coordination, event management and financial administration 
for the Film Hub South East Talent Team.  You will act as a first point of contact for all talent /project 
enquiries as well as overseeing the organisational, administrative and communication needs of the 
team. This will include processing financial and statistical data, setting up and maintaining appropriate 
systems and processes and preparing reports for partners and funders. 

 
Main Responsibilities 
 
• Act as a first point of contact for BFI NETWORK/Film Hub South East Talent enquiries, providing 

information, advice and guidance as required and making referrals to other members of the team 
where relevant 
 

• Oversee the organisational, administrative and communication needs of the Film Hub South East 
talent development activity 

 
• Organise and administer BFI NETWORK/Film Hub South East Talent networking events, skills labs 

and surgeries, including marketing, recruitment, processing applications, delegate / speaker 
liaison, venue liaison, preparing materials, and ensuring the events run smoothly on the day (which 
may require some weekend/evening work) 



• Work closely with the BFI NETWORK Talent Executive, ICO marketing department and BFI 
NETWORK team in ensuring that all relevant Film Hub South East Talent Development information 
is regularly disseminated both internally and externally via the website, social media, newsletters 
and press releases 
 

• Create administrative systems for the reporting of financial and statistical data for Film Hub South 
East talent development activity 

 
• Manage the delivery from filmmakers of short film production materials and early development 

documents and ensure the BFI have relevant materials for their promotional need 
 
• Manage quarterly reporting to the BFI and other stakeholders 
 
• Participate in BFI Film Audience Network meetings as required in relation to Talent reporting and 

data 
 
• Support the BFI NETWORK Talent Executive in their role to proactively seek and track new talent 

across the South East 
 
• Be an ambassador for the BFI NETWORK/Film Hub South East Talent team 
 
• Take responsibility for designated tasks and use initiative and judgment to manage them 

appropriately and in a timely fashion as directed 
 
• Work in a flexible manner and be willing to undertake other duties as reasonably requested. Some 

travel, weekend and evening work, as required 
 
• Undertake any other duties as necessary 

 

Person specification 
 
• Degree or equivalent experience in the field 
• Minimum 1 year experience in an administrative, events or marketing role 
• Excellent communication skills, both written and verbal 
• Understanding of social networks and arts marketing 
• Excellent IT skills and computer literacy with knowledge of MS Word, Excel, Outlook and database 

systems  
• Proven, highly developed administration skills 
• Experience of financial administration and record keeping 
• Meticulous attention to detail 
• Ability to develop good working relationships 
• Ability to prioritise a busy workload and keep calm under pressure 
• Be proactive and use own initiative  
• Ability to work as part of a team  
• A passion for world cinema and talent development 
• A sense of humour 


