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Job Title: Accreditation and Standards Project Officer 

Reports to: Head of Vocational Skills 

Direct Reports N/A 

Location: ScreenSkills - 1st Floor, IBEX House, 42-47 

Minories, London, EC3N 1DY 

Cost Code:  

Review Date:  

 

About us: 

 

ScreenSkills is the industry-led skills body for the UK’s screen industries – film, television (high-

end, children’s, unscripted), VFX, animation and games. We are supporting economic recovery 

and future innovation and growth across the whole of the UK by investing in the skilled and 

inclusive workforce who are critical to the global success of the screen sector. 

 

We are funded by industry contributions to our Skills Funds and with National Lottery funds 

awarded by the BFI as part of its Future Film Skills strategy to help people get into the industry 

and progress within it. 

 

Role purpose: 

Are you a talented, well-organised, experienced and proactive individual who’s passionate about 

the film, TV, VFX, animation and games industry? Do you want to help make a difference in 

developing young people’s skills as they look to make a positive start to their career? 

The Accreditation and Standards Project Officer will be responsible for coordinating, tracking, 

supporting and running key events and activities across the Accreditation and Standards team. 

Our team is responsible for ScreenSkills’ work with universities, colleges, training providers and 

assessment organisations to make sure young people are leaving education with the best 

possible preparation for working in the screen industries.  

 

This work will involve supporting the day-to-day operation and financial tracking for ScreenSkills 

Select, our endorsement scheme for university and college courses; helping to set up and run a 

variety of online and face-to-face consultations, round-tables, meetings and events for the team; 

providing first-line support and advice to our users, customers and beneficiaries regarding our 

services; contributing to the development and delivery of new standards and apprenticeships; 

and helping the team track progress against its annual objectives and deliverables for our 

funders. 
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Key responsibilities: 

  

Accreditation team:  

• Together with the Head of Vocational Skills, set up and schedule Stage 1 and Stage 2 
endorsement reviews and annual reviews, organising meeting dates with industry 
evaluators, course leaders and internal colleagues, and tracking progress against these 
schedules. 

• Working with events colleagues, take a proactive role in the set-up and delivery of online 
or face-to-face employability or careers events and exhibitions. This will include creating 
Zoom events, preparing events for panel members, and live coordination, facilitation and 
occasional presentations during events on the day. It will also involve preparing our 
attendance at third-party events, liaising with event organisers to provide all relevant 
information and collateral. 

• Engage with senior industry figures on Industry Advisory Group to agree dates for 
meetings, compiling agenda, minutes and tracking progress with subsequent actions. 

• Manage and closely track contracts and purchase orders for associates, suppliers and 
industry evaluators on behalf of Accreditation team.  

• Use ScreenSkills finance systems and processes to manage and track all invoicing of 
customers for endorsement services, working closely with finance team. This includes 
chasing course endorsement fees, annual fees and industry evaluator payments 

• Monitor and report on Select expenditure and income at fortnightly accreditation team 
meetings, ensuring costs remain within approved budget, and income is received by year 
end deadlines 

• Track progress of the team’s annual delivery plans, setting up and updating operational 
planning spreadsheets to monitor deliverables, KPIs and deadlines. Support team in 
compiling latest progress data when reporting to funders. 

• Act as first point of contact for external enquiries about ScreenSkills Select or the 
Production Safety Passport.  

• Work collaboratively with other ScreenSkills teams, presenting internal updates about our 
recent activity and identifying opportunities to work together more 

• Update records and data about endorsed courses either using CRM (Hubspot) or 
databases/spreadsheets.   

 
Standards team: 

• Manage scheduling and attendance at apprenticeship Trailblazer or NOS working groups 
of employers for development of new Standards and Frameworks. 

• Respond to queries from apprenticeship providers, apprentices and employers via phone 
or apprenticeships inbox. 

• Track progress of the team’s annual delivery plans, setting up and updating operational 
planning spreadsheets to monitor deliverables, KPIs and deadlines. Support team in 
compiling latest progress data when reporting to funders. 

• Work with the Standards Development Manager to provide support for on-going 
qualifications and standards activity. 

• Assess applications for apprenticeship certification (for England, Wales and Scotland) in a 
timely manner, and print and post apprenticeship certificates. Maintain accurate monitoring 
systems to support monthly FISSS audits. 

• Maintain ScreenSkills finance systems and process all invoices, purchase orders and 
contracts for delivery of standards activities in a timely fashion. 

• Respond to incoming queries via phone and monitor apprenticeships inbox.  
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Essential skills and experience and/or qualifications 

Educational experience: (Please choose one of the following) 

 

• A-Level, AS Level, Level 3 diploma, Level 3 NVQ 

 

Essential: 

• Excellent verbal and written communication skills, with a strong eye for detail 

• Confident ability to facilitate and present at live events, and represent ScreenSkills 
publicly 

• Excellent organisational skills, and experience managing and delivering projects 

• Proven experience of working in a small team with a busy workload 

• Experience working in a customer facing role, providing high standard of customer 
service 

• Experience supporting events and meetings, including using video conferencing software 
like Zoom or Teams 

• Ability to manage and process financial information or project plans confidently using 
spreadsheets or project management software 

Preferred: 

• Some experience of project management processes 

• Experience or knowledge of the creative industries. 

Other skills and attributes: 

• Enthusiastic, with willingness to learn 

• Strong team player 

• Excellent IT skills including the ability to use of all Microsoft Office products (Word, Excel, 
Outlook, PowerPoint) and ideally CRM software 

• Ability to adapt to change 

• Ability to maintain confidentiality 

• Excellent timekeeping  

• Ability to work unsupervised effectively 

 

Corporate responsibilities of all ScreenSkills personnel: 

• Take ownership of, and contribute to, internal and external communications activity both 
in their job role and as part of ScreenSkills’ overall strategic objectives. 

• Demonstrate a personal commitment to embracing and promoting ScreenSkills’ positive 
approach to the achievement of acceptance, openness, and equality of opportunity at 
work for people from under-represented groups (e.g. such as those with disabilities and 
from the lesbian, gay, bisexual and transgender communities and Black, Asian and 
people of colour). 

• Promote and develop individual and organisational activities which support and enhance 
environmental sustainability and health and safety objectives. 

• Establish good working relationships with both internal and external customers and 
provide a high-quality service which meets their needs. 

• Support yours and your colleagues’ activity through a commitment to effective and 
correct use of corporate tools and resources, including the ScreenSkills’ intranet for 
internal communications and authorised systems for contact management. 

 

This job description is not intended to be either prescriptive or exhaustive. It is issued as a 

framework to outline the main areas of responsibility at the time of writing. Your manager 

will, in discussion with you, review the job description at appraisal. It is ScreenSkills’ 
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intention to work with you to update and incorporate changes to your job description as 

required. However, if agreement cannot be reached, ScreenSkills reserves the right to 

impose changes. 

ScreenSkills is committed to diversity and equality of opportunity in all aspects of our work. We 

particularly welcome applications from under-represented groups such as returning parents or 

carers who are re-entering after a career break, women, people who are LGBTQ+, Black, Asian and 

people of colour, with a disability, impairment, learning difference or long-term condition, with caring 

responsibilities, from different nations and regions, from a less advantaged socio-economic 

background as well as any other under-represented group. 

Approved by   

Line manager:  Signature: Date: 

 

Victoria Trachy  

 

  

   

HR manager:  Signature: Date: 

Cynthia Stewart 
  

   

Finance and Operations Director: Signature: Date: 

Clive Goss 
  

   

Chief Executive Officer:  Signature: Date: 

Seetha Kumar 
  

 

Acknowledged by   

Employee: (Full name) Signature: Date: 

 

 

  

 


