
OPERATIONS AND MARKETING COORDINATOR 
SHEFFIELD, FULL TIME (37 HOURS p/w) 
12 MONTH INITIAL CONTRACT 
£19,000-£21,000 (dependant on experience) 
 
ABOUT CINEMA FOR ALL 
Cinema For All is the national organisation that supports, develops and champions the film society and 
community cinema sector across the UK. Based in the Workstation in Sheffield, we represent over 1,350  
film societies, community cinemas, student cinemas and pop-ups making a difference to their community 
through film. We are a small, dedicated team working hard to deliver cinema for all. 
 
WORKING WITH US 
Cinema For All is recruiting for an Operations and Marketing Coordinator – a cross-services role with 
responsibility for communications, social media and marketing, as well as operational and admin duties 
relating to key services such as bookings, membership and equipment hire. The role is line managed by the 
Operations Manager (OOM). Additional duties include but are not limited to: ongoing marketing and 
communications involving monthly newsletters, support for our enquiry service and support for events and 
training as required.  
 
We’re looking for someone with who can deliver all-round office and comms support, has excellent 
approach to organisation, outstanding administration skills, excellent communication skills, keen 
attention to detail, great team working and customer service skills and the ability to problem solve and 
effectively prioritise a busy workload. An interest in film would be an advantage as would technical 
knowledge of portable cinema equipment. This position would suit someone with a flair for 
communication with at least two years’ proven admin experience in a busy office.  
 
KEY RESPONSIBLITILES AND TASKS 

§ Overseeing key communications for the organisation via newsletters, email comms and social 
media 

§ Administration duties relating to the equipment hire scheme, booking scheme and membership 
scheme and associated tasks including finances 

§ Keeping relevant records up to date and in good order 
§ Supporting community cinemas through our enquiry service  
§ Providing administration and ‘on the day’ support for Cinema For All events 
§ Maintaining proper records across all work areas and filing of all relevant paperwork 
§ Providing reports and information to management as required 

 
The Operations and Marketing Coordinator reports to the Office and Operations Manager and is ultimately 
responsible to the Chief Executive (CEO). Periodic and annual reviews of performance will be carried out. 
 
A more detailed breakdown of tasks include, but are not limited to: 
 
EQUIPMENT, BOOKING SCHEME AND MEMBERSHIP SERVICES 

§ Processing new bookings and keeping records up to date 
§ Processing fees and updating financial software 
§ Answering community cinema enquiries via phone and email (training will be given)  
§ Liaising with equipment hosts and maintaining kits including physical management of Sheffield kit 
§ Posting out films and tracking delivery 

 
MARKETING AND ENQUIRES 

§ Promote Cinema For All and its services via monthly newsletters, social media and additional 
communications 



§ Participate in national/international campaigns (e.g. LGBTQIA+ History Month, Volunteers’ Week 
etc.)  

§ Promote services and  Cinema For All events across different channels 
§ Support enquiry scheme by giving timely, accurate and supportive information to members and 

callers 
 
SUPPORTING EVENTS AND TRAINING 

§ Providing administration and ‘on the day’ support to the HoPBD for Cinema For All events 
§ Checking, processing and recording of all event payments  
§ Supporting coaching programmes as needed/ where appropriate 

 
DAY TO DAY FINANCIAL AND GENERAL ADMINISTRATION 

§ Keeping up to date and accurate records in line with GDPR 
§ Reporting statistics to management as requested for reporting and board meetings 
§ Processing and recording payments 

 
GENERAL REQUIREMENTS FOR ALL CINEMA FOR ALL POSTS 

§ Answering community cinema queries in a prompt and friendly manner 
§ Adhere to Cinema For All policies and procedures, i.e. equal opportunities, health and safety 
§ Make suggestions for improvements to operations, services and schemes 
§ Maintain and develop personal skills and knowledge through appropriate training 
§ Performing own duties while contributing to the team 
§ Undertake other related duties as required by Cinema For All 
§ Identify development opportunities to management that explore the potential of Cinema For All 

 
 

OUR IDEAL CANDIDATE 
ESSENTIAL CRITERIA 

§ Accuracy and excellent attention to detail 
§ Experience in social media, putting together mailings/ newsletters 
§ Experience of working with websites, blogs and content management systems  
§ Outstanding administration skills (including strong Microsoft Office skills), speed and efficiency 
§ Ability to prioritise a busy workload 
§ Positive, friendly and professional attitude with good communication skills 
§ Good self-organisation and time-management skills 
§ Experience in customer service/ dealing with enquiries  
§ A keenness for creating good processes and maintaining systems 

 
DESIRABLE CRITERIA 

§ An understanding of how film distribution and exhibition work 
§ Sound technical knowledge relating to portable cinema equipment 
§ An awareness of film societies and community cinemas 
§ Experience of booking and screening films 
§ Experience of managing invoices, financial systems and software and strong numeracy skills 

 
 

HOW TO APPLY 
Please fill in our application form and send to Jaq Chell on jaq@cinemaforall.org.uk. We are unable to 
accept CVs. 
 
In order to make the best application you can, we recommend you spend some time on 
www.cinemaforall.org.uk familiarising yourself with our work and the sector we represent. 



 
The deadline for all applications is 30 November. If you haven’t heard from us by 8 December 2021 
please assume your application has not been successful. 
Interviews will be carried out on 14 December 2021. This position is subject to a probationary period of 3 
months. 
 
EQUAL OPPORTUNITIES 
Cinema For All is proud to be an Equal Opportunities Employer and we welcome applications that would 
increase the diversity of our organisation. Reasonable adjustments will be made to accommodate people 
with disabilities. No discrimination will be made on the basis of gender, gender identity, marital status 
(including civil partnerships), race, ethnicity, nationality, national origin, disability, sexual orientation, 
religion, socio-economic background, or age. 
If you have a disability, are from a BAMER background or identify as LGBTQI+, Cinema For All strongly 
encourages you to apply for this position. 
If you would like to know more about how your personal data is stored, please contact Jaq Chell on the 
email address above. 
 
SAFEGUARDING STATEMENT AND PRE-EMPLOYMENT CHECKS 
At Cinema For All, we are committed to safeguarding and welfare at all times, in line with our Safeguarding 
Policy and Procedures. All of our employees, trustees and volunteers will be expected to comply with the 
policy and procedures. Upon a conditional offer of appointment being made, all employees will also be 
required to satisfy our pre-employment screening process which for this position, will include: 

- An identity check (photo ID) 
- Receipt of two satisfactory references 
- Documentary evidence of right to work in the UK 

 
 


