Film Fixer — Job Description – 
POST: Administration Officer
RESPONSIBLE TO: Administration Supervisor 

Basic Objectives of the Post
· Support the operation of an effective and efficient film office service for production companies wishing to film in FilmFixer boroughs in accordance with Film Fixer and relevant borough procedures
· Work closely with the Film Officer team and Directors ensuring the flow of information, guidance and support in respect of day to day Film Fixer business - primarily enquiries via e mail and phone, requests and applications from small – medium productions
· Encourage filming in the borough, promoting assets available and negotiating fees and generating income  
· [bookmark: _GoBack]Process all parking applications

MAIN DUTIES & RESPONSIBILITIES: 
Enquiries – Phone calls, email and FilmApp
1) Answer enquiries (emails, phone calls and FilmApp) and answer questions where possible.
2) Pass messages to Film Officers for complex medium – large shoots via email
3) Carry out location availability checks (location and unit bases)
4) Offer alternative locations or dates where applicable
5) Use enquiry system on FilmApp to maintain records.
6) Utilise Locations Hub for all enquiries and search by keyword, direct clients to use Locations Hub.

FilmApp
1) Utilise Film Fixer’s Filmapp software as the primary record of casework - effectively managing shoots and recording data, feedback, storing documentation, reporting, invoicing etc. See relevant manual for more detail. Training given. 
2) The dashboard manager will allocate workload by job when applicable
3) Check that all relevant invoices have suffixes (ie Burgess Park=BP)
4) Liaise with others where necessary to facilitate small filming requests e.g. parking suspensions, dispensations and permits
5) Chase payments as required (prepayment is needed in all boroughs)
6) Monthly reconciliation of all your applications – checking payments are correct and suffixes applied. Reconcile monthly parking figures as instructed.

Social Media
1) Notify relevant officer if you have noticed something incorrect on the website

Other
1) Help keep track of park keys
2) Keep track of unit base bookings
3) Go on recces/familiarisation trips with Film Officers, as instructed
4) Assist Film Officer’s with all parking requests for their shoots – manager to allocate
5) Inform marketing team of any projects that might be important ie donations, good consultations etc
6) Keep office food and drink supplies up to date as instructed
7) Help keep the office tidy and kitchen clear
8) Order office stationary supplies as required
