
 

 

CONSULTANCY BRIEF 

PRODUCTION & INWARD  
INVESTMENT ASSOCIATE 
 
 
Freelance Contract  
 
Contract Fee: £22,000 (ex VAT)  
Contract Term: 3 days per week for an initial 6 months with the possibility of extension to 
March 2022 
Location: Work from home, and travel to West Midlands as required.   
Closing Date: 20 May 2021 
Interview Date: 28 May 2021  
Start Date: Early June (on negotiation)  
 

 
About Create Central 
Create Central is an industry body whose members comprise some of the UK's most 
creative thinkers and change makers in film, TV, games and other creative content sectors. 
Create Central is working with national and regional partners to create an agile and 
responsive network to turbo-charge the creative content sector in the heart of the UK. 
 
Create Central is working in close partnership with the West Midlands Combined Authority, 
the three Local Enterprise Partnerships and other public sector organisations. 
 

Who we’re looking for 
We are looking for a self-starter with a passion for the creative industries and a commitment 
to supporting Create Central’s mission to turbo-charge the creative content sector in the 
West Midlands to join the team as Production & Inward Investment (P&II) Associate.  
 
Create Central is a recently established, industry-led body with a small team whose remit is 
to connect the creative sector in the region and other key stakeholders, encourage 
collaboration, drive investment, and put the West Midlands on the global content creativity 
map.  
 
Now in our second year, we are looking for a dynamic and well-organised individual who can 
work closely with the leadership team to help administer and deliver on a number of projects, 
in particular those related to content production in the region.  
 

Responsibilities 
The P&II Associate will work closely with Create Central’s Executive Team, in particular the 
Principal Advisor, Screen Industries Investment, regional and national partners, and industry, 
to help turn emerging plans and strategies into reality, making a real difference to the local 
creative community. Specific deliverables in the role will include:  
 

• Administering the work of the West Midlands Production Services Group, in 
particular:  

o Liaising with Create Central’s Executive Team on the agenda for the 
meetings 

o Establishing and overseeing communications – both digital and actual – 
between the Group to help co-ordinate activity 

https://www.wmca.org.uk/


 
 

 

o Capturing and distributing actions from the Group, and providing reminders 
and prompts to stakeholders ahead of and in between meetings  

o Liaising with Group Members in between meetings  
o Liaising with industry as directed by the Group  

 

• Providing direct support to the Principal Advisor Screen Industries Investment in the 
delivery of recommendations arising from the Infrastructure (Studio Space and Crew) 
Mapping report. 

 

• Providing administrative support to the BBC Implementation Group, established 
under the Memorandum of Understanding signed with the BBC in March 2021, to 
implement their commitments to grow the BBC’s presence in the West Midlands. 

 

Required Skills 
• Knowledge and ideally at least 2-3 years of organisational/administrative experience 

of working in TV, film, or games production  

• Strong organisational skills and the ability to work to tight deadlines   

• Outstanding communication skills 

• A keen attention to detail 

• Good problem-solving and analytical skills 

• A good level of IT skills  

• Self-sufficient with plenty of initiative and a collaborative style 

• Flexible and adaptable to working in a variety of scenarios 

• Excellent inter-personal skills   

• The ability to manage relationships with a diverse range of stakeholders. 
 
Reporting to: Nick Toon (Principal Advisor, Screen Industries Investment) 
 
We are committed to developing an organisation that is representative of the diverse 
communities that we serve and welcome applications from all sections of the community.  
The following groups are currently underrepresented: young people, Black, Asian and ethnic 
minority groups and women at senior levels.  
 
We are a Disability Confident Employer and offer a guaranteed interview scheme for 
applicants who meet the essential job role criteria. We will make reasonable adjustments, in 
line with the Equality Act, for disabled applicants if these are needed. Wherever possible we 
will offer flexible working options which assist work-life balance and support service delivery 
for the customer. 


