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DiVA KICKSTART PLACEMENTS 

 

ABOUT THE PROGRAMME  

The Kickstart Scheme is a government-funded programme that supports the creation of six 

months paid work placements for young people aged 16-24 years of age.  

 

CAN I APPLY?  

To be eligible for the scheme, you must be  

1. unemployed, and;  

2. aged 16-24 and; 

3. in receipt of Universal Credit.  

 

If you do not meet all of the criteria listed above, you are not eligible for the Kickstart 

Scheme.  

 

HOW DO I APPLY?  

To apply for a Kickstart Job Placement, you must speak to your jobcentre work coach and ask 

them to refer you for the job placement(s) you are interested in quoting the following:  

 

• DiVA Kickstart Gateway Number: KSFEA5953D  

• The name of the employer,  

• The postcode for the vacancy  

• The job title 

 

Neither the employer nor DiVA can accept direct applications.  You will have to apply directly 

via your jobcentre work coach.  

 

WHAT PLACEMENTS ARE AVAILABLE?  

 

A list of the companies and job descriptions can be viewed below.  You can apply for as many 

placements as you like.  

 

Company Name: ABUNDANT LIFE HOUSING SERVICES LIMITED 

Kickstart placements: Two 

Job title – Accounts Assistant x 2- Accounts Assistant Required for small property company 

to deal with double entry bookkeeping on QuickBooks, petty cash, Vat returns, Landlord 

statements, rent statements etc. 

Your role will be to deals with tenants, call and write to them about rent arrears. Prepare rent 

statements, post bank statements into quick book. Reconcile quick book accounts. Do VAT 

returns. Prepare budgets on Excel sheet, prepare landlord statements, send out service 

charge bills, pay contractors and deal with invoices, do payroll, manage petty cash and other 

day to day financial tasks and administrative duties. 

Workplace address for all Job Placements: 9 Campbell Road, Stratford, London, E15 1SY 

http://www.divaapprenticeships.comm/
https://www.gov.uk/government/collections/kickstart-scheme
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Company overview: Abundant Life Housing Association Limited's charitable objectives: For 

the relief of poverty in south London by providing and assisting in the provision of 

permanent and temporary housing for the homeless and providing permanent rehabilitation 

for ex-offenders and drug addicts. 

 

Company Name: ABUNDANT LIFE RECORDING & ENTERTAINMENT COMPANY LIMITED 

Kickstart placements: Three 

Job title – Administration Assistant x 3- Admin role in a music and entertainment 

company in east London. Our company includes a record label, a film company, an events 

management arm, and a music publishing arm. As an admin at Abundant Life Recording & 

Entertainment Company you will assist with promotion activities, events, social media 

management, catalogue management, branding, and other day to day admin work. 

Your role will involve registering catalogue with collecting societies, planning and working 

with Live events, posting on social media. Catalogue (film and music) and events promotion 

and providing administrative support to the Project Coordinator and Company Director. 

Workplace address for all Job Placements: 9 CAMPBELL ROAD STRATFORD LONDON E15 

1SY 

Company overview: Abundant Life Recording & Entertainment Company consists of 4 

different arms: Zoe Records, Zoe Films, Zoe Gospel Promotions and Zoe Radio. Zoe Records 

is the premier black gospel record label. We are set up to build and support the UK gospel 

music industry by adding to the body of British gospel music available and developing 

artists. Zoe Film & Drama is our film company showcasing Black British culture and faith. Zoe 

Gospel Promotions is set up to widen community participation and engagement. Zoe Radio 

is a syndicated radio show in UK, USA, and Canada. 

 

Company Name: ACME FILMS LTD- www.acmetv.co.uk 

Kickstart placements: One 

Job title – Production Assistant – this role will include general office duties as well as 

working across Acme’s productions and development slate. The role will involve helping 

keep the office tidy and organised, liaising with suppliers, managing and reconciling cash 

floats, contributing to research done by the development team, assisting on shoots, running 

duties during production and edit and general production admin (booking taxis, purchasing 

supplies, transcribing etc). 

Workplace address for all Job Placements: 6 Osborn Street, London E1 6TD 

Company overview: Acme films is an independent production company dedicated to telling 

stories that reflect the richness and diversity of contemporary culture through documentary, 

drama, music, entertainment and digital content.  

Founded by Jaimie D’Cruz in 2011, acme has produced films and series for the biggest 

networks, platforms and brands. With credibility, talent connections and a passionate and 

dedicated core team, acme is admired and respected for unrivalled access to hard to reach 

communities and A-List names amongst our back catalogue of films and programming.  

 

Company Name: AM SYNC LTD- www.am-licensing.com 

http://www.divaapprenticeships.comm/
http://www.acmetv.co.uk/
http://www.am-licensing.com/
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Kickstart placements: One 

Job title – Administration Assistant– will assist the Coordinators with processing new 

music we sign, ensuring contracts are signed, chasing up missing metadata and account 

management, updating details on our database. 

Workplace address for all Job Placements: Remote (postcode is BH21 2DJ) 

Company overview: AM Licensing is a Music Licensing Company. We specialise in Sync, 

Music Licensing, Music Supervision and Clearance. We are based in the UK but are a global 

company. Our clients span from Europe, Canada, US through to Asia. We do a lot of 

clearance work for major media clients in Asia and due to take on music supervision projects 

in a couple of months. Our database of music consists of EDM, Pop, RnB and Hip Hop mainly 

and also represent award-winning films composers and RIAA multi-platinum producers. 

 

Company Name: B4 FILMS LTD-  www.b4films.com 

Kickstart placements: Two 

Job title – Television Development Assistant x2– involves working with the Production 

Executives generally assisting the Development team with development and production 

paperwork across multiple TV genres. This is an excellent entry-level role particularly suited 

to someone looking for a career in Television Production or Production Management. 

Workplace address for all Job Placements: B4Films, Elevator, Broomiesburn Road, Ellon 

Aberdeenshire, AB419RD 

Company overview: B4Films is a Television production company.  We create, produce and 

sell television programmes and formats to broadcasters in the UK and internationally 

 

Company Name: BLACKSTAR LONDON LIMITED – www.blackstarlondon.com  

Kickstart placements: One 

Job title –  Creative Intern – The Creative Intern will support the delivery of video, image 

and animation across our wide range of clients.  

Learning from and guided by experienced members of the content team and beyond, the 

Creative Intern will be responsible for delivering tasks as assigned through our queue 

system, allocated by the Strategists. Deliverables range from basic video editing and images, 

to complex animation and combination projects. At first, the Creative Intern will be directly 

tasked with introductory tasks, learning from the team and their experience to take on more 

complex projects as the role develops, and in line with their ability. 

Workplace address for all Job Placements: Unit S41, Pop Brixton, 49 Brixton Station Rd, 

London SW9 8PQ 

Company overview: Blackstar London is a boutique creative & marketing agency for the 

music industry. We specialise in building innovative campaigns for artists including campaign 

management, digital marketing, social management & creative direction with offices in 

London & Los Angeles. 

 

Company Name: BRITE SPARKS FILMS LTD– www.britesparkfilms.com 

Kickstart placements: Two 

Job title 1 – Junior Development Assistant – The successful candidate will work closely 

with the development team. This will include brainstorming new show ideas, pitching ideas, 

contacting potential contributors and general assistance to the development team. The 

http://www.divaapprenticeships.comm/
http://www.b4films.com/
http://www.blackstarlondon.com/
http://www.britesparkfilms.com/
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candidate will learn how to come up with a show idea and will understand the groundwork 

which is involved to commission a show. 

Job title 2 – Junior Production Assistant – The successful candidate will work closely with 

the production team. This will include booking accommodation and travel booking for crews, 

compiling call sheets, booking camera kit, logging expenditures, transcribing interviews, 

credit card reconciliations etc. The candidate will learn what is required to make a show from 

the development stage right through to delivery. 

Workplace address for all Job Placements: 1 – 3 St Peters Street, London N1 8JD 

Company overview: Launched in 2013, BriteSpark Films is an award-winning television 

production company with an international reputation for distinctive and innovative 

filmmaking. Attracting some of the best talent in the business, we pride ourselves on 

bringing visual flair and strong storytelling to everything we do. Our mission is to create 

compelling, intelligent and entertaining content with an emotional core: TV that gets people 

talking. 

 

Company Name: BROKE AND BONES LTD – www.brokeandbones.co.uk 

Kickstart placements: One 

Job title - Runner/Junior Assistant– We are looking for someone who loves TV and has a 

passion to want to work in the industry. Most jobs start at runner/junior assistant role, and 

that is the role we are looking to fill, but with the intention of training that person so they 

have the skills to progress in the industry. By starting in this junior position, there will be 

some menial roles such as making teas and coffees, buying lunches, opening post, but they 

will also be given the chance to sit in on writers’ meetings, take part in development 

meetings, learn how a tv programme is made from beginning to end. 

Workplace address for all Job Placements: 2CDE Macfarlane Road, Shepherds Bush 

London W12 7JZ 

Company overview: We are a small company working in Television Production. We are run 

by BAFTA and Emmy award winning producers Annabel Jones and Charlie Brooker. 

We have produced dramas for Netflix such as Black Mirror. At the end of last year, 2021, we 

produced a 75 minute show for Netflix called Death to 2020.  

This year, we have a list of projects in development, and we have just commenced on early 

stages of production on one project. The company’s aim is to do a mix of drama, comedy 

and documentary. We will be mainly producing programmes for Netflix. 

 

Company Name: Cable News International Ltd (CNN) 

Kickstart placements: Five 

Placement 1 CNN Intern – Engineering 

Global Production Engineering is a group that is passionate about building and supporting 

technology to enable storytellers to connect, entertain and inform audiences everywhere. 

The London Bureau Production Engineering team focuses on supporting the technology 

needs of the CNN London newsroom and studios.  During this entry-level placement, 

candidates will learn to troubleshoot common technical support issues and direct users 

towards appropriate assistance, learn how to install and configure computer hardware 

operating systems and applications, and support our technology logistics and help keep our 

team organized with tracking technology assets. 

http://www.divaapprenticeships.comm/
http://www.brokeandbones.co.uk/
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Placement 2: CNN Intern – Programming 

On a day-to-day basis, the candidate will be immersed in editorial involvement, including 

participating in daily meetings where the programming schedule rundown is discussed, with 

an opportunity to suggest stories to incorporate. Candidate will also research guests, 

creating succinct info packets that will give the anchor background information, sources and 

suggested questions for each guest, and search for video and sound bites for segments 

throughout the show using CNN’s intranet resources.  Throughout the placement, the 

candidate will learn new skills for television news writing and practice those to receive 

feedback from the Senior Producer and Anchor, and well as experience segment pitching, 

where they will be taught how to prepare solid TV segment pitches and will be encouraged 

to do so with a few stories a week with an opportunity to prepare the segment on air. 

Placement 3: CNN Intern – Sports Researcher (Digital Sport) 

This opportunity is part of the Sports Digital Team where the goal is to tell the best possible 

sport stories to an international news audience. Our mantra is to produce thoughtful and 

creative storytelling that transcends beyond the field of play. In this role, the candidate will 

assist in overseeing the sport social accounts, research/fact-check for distinctives (pitching 

ideas and helping other team members on stories), learn the journalism process and how we 

treat stories, as well as help the sport team look after admin. Throughout the placement, the 

candidate will be provided with internal and external training such as Google Digital Garage 

courses and talks via the Dots. By the end of the internship, they will have a story which they 

will have worked on from start to finish incorporating everything they have learned.  

Placement 4: CNN Intern – Sports Researcher (World Sport) 

This opportunity is part of the Sports Digital Team where the goal is to tell the best possible 

sport stories to an international news audience. Our mantra is to produce thoughtful and 

creative storytelling that transcends beyond the field of play. In this role, the candidate will 

be researching and fact-checking stories, work with our planning team on upcoming 

stories/events and learn how to pitch a story, as well as booking guests for any upcoming 

stories or events. They will also work with our production team to create TV graphics to 

support our storytelling.  

Placement 5: CNN Intern – Sponsored Features 

CNNi Productions delivers multi-platform content across our broad portfolio of editorial 

sponsorships. Covering digital, television and social, we produce content from across the 

world relating to a wide variety of subjects – including business, sport, tech and conservation. 

In this role, the candidate will help research on stories to feature across CNN’s platforms – 

either on air, on digital or on social media, as well as contribute written articles, learn how to 

script TV packages and write digital videos while helping to oversee the editing process. 

 

Company Name: CHALK FILMS LTD – www.chalkproductions.co.uk 

Kickstart placements: One 

Job title - Development Researcher– As part of a highly creative production team you will 

identify, research and develop ideas and content, often to tight deadlines.  

The role will involve tasks such as factual research, generating new ideas, contributing to 

brainstorms, admin and organisational support, writing research notes, picture research, 

writing emails, creating social media content and making phone calls for research and 

access, helping to design treatments and potentially assisting on shoots. 

http://www.divaapprenticeships.comm/
http://www.chalkproductions.co.uk/
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Workplace address for all Job Placements: Cedar Cottage, Church Lane, Kingston, BN7 

3LW 

Company overview: Chalk Productions is a new Independent production Company with a 

number of pitches in development at the moment. We make Factual and documentary series 

which seek to tell original stories through diverse voices. 

 

Company Name: CHERRY RED RECORDS LTD – www.cherryred.co.uk  

Kickstart placements: One 

Job title - Label assistant – supporting various departments across the label with specific 

assistance to our busy mail-order team and helping to update and maintain our databases 

and digital music catalogue as well as other ad hoc tasks as and when required. 

Workplace address for all Job Placements: Cherry Red Records Ltd, Power Road Studios, 

114 Power Road, London, W4 5PY 

Company overview: Cherry Red Records is an independent record label that specialises in 

catalogue reissues, compilations, and heritage acts. 

 

Company Name: CTVC LTD – www.ctvc.co.uk 

Kickstart placements: One 

Job title - Social Media Assistant – we need an enthusiastic candidate that engages with a 

wide range of social media platforms. The successful applicant will be passionate about 

working in the charitable sector and be interested in learning about media production.  

You will stay up to date with new social media channels and trends and work across CTVC to 

help support the social media of the company.  You will assist with the design of documents 

such as news releases, articles, downloads and social media postings to promote our work.   

Workplace address for all Job Placements: Remote and in London based office 1-2 times 

weekly (postcode is SW1V 2AA) 

Company overview: CTVC is an award-winning independent production company 

producing content that raises important ethical and moral issues.  Broadcasting across all 

networks, both in the UK and internationally, our television, radio, education and online 

content aims to get people thinking and talking.  Our clients include the BBC, Channel 4, 

Discovery Channel, BBC Education, BBC World Service, Radio 3 and Radio 4. 

 

Company Name: DAWBELL LIMITED 

Kickstart placements: One 

Job Title:  Public Relations Intern 

Key responsibilities:  Include but not be limited to: collating coverage for multiple clients; 

researching new areas of coverage i.e. looking for new websites and feature opportunities for 

clients; pitching new music or products to websites, blogs and other media; researching 

popular and current trends for the music and entertainment industry; keeping media lists up 

to date with contact details; participating in creative meetings for brainstorming ideas for 

future events and campaigns; being involved in weekly team and company meetings and 

updating on your actions; writing press releases; creating press plans and campaign round 

ups, assisting with reports for client campaigns and transcribing interviews. 

Workplace address for all Job Placements: First Floor, 1 - 11 Carteret Street, London, 

SW1H 9DJ 

http://www.divaapprenticeships.comm/
http://www.cherryred.co.uk/
http://www.ctvc.co.uk/
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Company overview: DawBell is an award-winning communications agency based in central 

London, representing some of the biggest names in music, entertainment, talent and brands. 

Clients include Paul McCartney, Elton John, BTS, 5 Seconds of Summer, The BRIT Awards, the 

Isle of Wight Festival, James Corden, Craig David, Paloma Faith, Harry Styles, Casio Music UK. 

With our fully integrated services across print, online, socials, brands, events & TV plus our 

ever-expanding roster of clients, we are always looking for opportunities to grow. We are 

very proud of our young team of nearly 30 creative and passionate individuals, who go from 

strength to strength, pulling off challenging projects and fantastic events. 

Company Name: DiVA APPRENTICESHIPS LTD – www.divaapprenticeships.com  

Kickstart placements: Five 

Job title 1 – Book keeper/Finance Assistant x1 – Our ideal candidate LOVES data, 

numbers, spreadsheets and processes. You have excellent attention to detail, enjoy keeping 

yourself organised, and are good at finding solutions to problems. 

Your role will involve adding companies to Xero, our accounts system (training will be 

provided). You will prepare invoices, liaise with clients in the payment process, reconcile 

accounts, keep our CRM system updated with details of all payments made and received.  

You will provide weekly financial reports to management and not be afraid of speaking to 

our partners and clients. 

Job title 2 – Project Administrator x2 – Are you looking for a role where no two days are 

the same? A role which is varied, that allows you to get involved in projects, speak to clients, 

and be the main point of contact for incoming queries?  

Do you want to be in a role that is having a positive impact on the lives of others?  

If you’ve answered ‘yes’ to the above, this role could be what you’re looking for. 

This is not your average admin role. There will be other bits and pieces you will be involved 

in - we're a small team and during our busy times we always help one another out.   

Workplace address for all Job Placements: Mixed remote and Stratford Workshops, Unit 

221, Burford Road, E15 2SP 

Company overview: DiVA Apprenticeships is a recruitment and training organisation that 

have helped hundreds of young people start their careers with leading London employers in 

the Film, Music and TV industries.  

 

Company Name: DLT ENTERTAINMENT UK LTD – www.dltentertainment.com 

Kickstart placements: One 

Job title - Office Assistant– Our company has had a tradition of training people up. The 

Chairman himself started working in the mailroom to learn the skills needed to excel at this 

job, or any other job. As we will be working with expanded office hours, part of the job will 

be to assist with the reception staff and deal with the public either by phone or by greeting 

them as they come to the office for a meeting. Most of their time will be spent working on 

specific projects such as reviewing and circulating daily television ratings, scanning contracts 

and correspondence for digital storage, process and disseminate materials to members of 

fan clubs of our shows and represented talent, do research on the computer for various 

programs we have in development. 

http://www.divaapprenticeships.comm/
http://www.divaapprenticeships.com/
http://www.dltentertainment.com/
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Workplace address for all Job Placements: Mixed remote and 10 Bedford Square, London 

WC1B 3RA  

Company overview: We are a family-owned entertainment company involved in TV 

programme production and distribution (MY FAMILY and AS TIME GOES BY are 2 of our 

shows, theatre ownership (The Shaftesbury Theatre), and Talent Management (Blue Book 

Artist Management, Andrew Roach Talent, and 3 other agencies). On the TV side we have 6 

employees and on the agency side we have 8 located at our Bedford Square office. 

 

Company Name: ENCAPTIVATE FILMS LTD – www.encaptivate.co.uk 

Kickstart placements: One 

Job title - Production Assistant – We are looking for someone to support our team with a 

variety of production and administration tasks. This could involve transcribing videos, 

research (music, voiceover artists, locations, props, etc.), assisting with casting of actors, 

helping with the creation of call sheets for filming, assisting on shoots, client research, etc. 

Training and support will be given on these tasks. As each project is unique the job will very 

be varied 

Workplace address for all Job Placements: Remote and in office (postcode is EH4 1DP) 

Company overview: The company has two brands - Encaptivate Films specialising in feature 

film and documentary production and BrightWolf assisting clients with their brand 

communication and marketing needs (usually commercial and corporate film production). 

 

Company Name: FOOTSTEP PRODUCTIONS LTD – www.footstepproductions.com 

Kickstart placements: One 

Job title - Social Media and Marketing Assistant– The successful applicant will help us 

develop and expand our social media profiles and use them more effectively for marketing.  

This will involve creating and designing posts and developing an overall strategy for posting 

with social media.  They will be able to participate in audio recordings and when we are able 

to film again take part in filming activities. There will be lots of room for acquiring new skills 

and for the right candidate to develop within the role.   

Workplace address for all Job Placements: Mixed remote and 8, Denmark Street, London 

WC2H 8LS 

Company overview: We are educational media production company.  Footstep Productions 

produces broadcast programmes for TV and Radio as well as Audio and Video for publishing 

companies based in the UK and abroad. The company’s speciality is modern languages. 

 

Company Name: FUTURE PUBLISHING LTD  

Kickstart placements: Six 

Placement 1: Trainee News Writer – Wallpaper  

Placement 2: Trainee News Writer – Decanter 

Placement 3: Trainee News Writer – Fit&Well 

Placement 4: Trainee News Writer – Tom’s Guide  

Placement 5: Trainee News Writer – TechRadar 

Placement 6: Trainee News Writer – TV Brands 

Throughout the placement, you will learn to pitch and write news and features that will 

appeal to our audiences. This will include short news stories, in depth reviews and other 

http://www.divaapprenticeships.comm/
http://www.encaptivate.co.uk/
http://www.footstepproductions.com/
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forms of long and short-form content. You’ll also learn about how best practice SEO drives 

digital media and gain exposure to how our brands leverage social media platforms. Key 

Responsibilities include writing news articles and other forms of content, uncovering stories 

and angles which will resonate with our audiences and working at pace to meet deadlines 

and juggle multiple tasks at any one time. 

Workplace address for all Job Placements: Mixed remote and Quay House, The Ambury, 

Bath, BA1 1UA.  

Company overview: We are Future. We’re 2300 colleagues over 200 brands speaking to 

more than 390 million people every month across the globe through websites, events and 

magazines. We’re the name behind content that connects people to their passions in 

technology, gaming & entertainment, home interest, women’s lifestyle, music, creative & 

photography, hobbies and knowledge, all supported by our innovative tech stack. 

 

Company Name: GIELGUD GILMS LTD – films.gielgud.com 

Kickstart placements: Five 

Job title 1 – Animator – During the pre-production, production and post production period 

the candidate will be designing and creating the 2D animated opening title sequence for the 

film. 

Job title 2 – Film Editor Assistant – During pre-production the candidate will edit behind 

the scenes footage and promotional material for the film.  During the shoot, the candidate 

will make notes on each take for the editor to refer to during the editing of the film in post-

production. After the shoot period, the candidate will prepare all the footage material for the 

editor. This includes lining up the scenes in order of the script, syncing the audio to the 

scenes and labelling each take in order of Directors preference as noted during the shoot 

period. The candidate will also edit promotional material for social media sites. 

Job title 3 – Media and PR Administrator– During the pre-production, production and 

postproduction the candidate will be creating and building a website and social media pages 

for the film to help generating interest across the media. In addition, the candidate will be 

helping to prepare the electric press kit, film festival and award submissions. Additionally, 

during the shoot, the candidate will visit the film set and take still photos of the production 

and upload them to the social media feed and website as well as creating and maintaining a 

blog and vlog. 

Job title 4 – Storyboard Artist/Assistant Animator– During the pre-production period the 

candidate will be working alongside the Director to create storyboards for the Cameraman. 

The candidate will also work in a team with the Animator to create storyboards for the 2D 

animated opening title sequence and will assist the animator with the creation of the 2D 

animated opening title sequence. 

Job title 5 – Screenwriter's Assistant– The candidate will act as an assistant to the 

Screenwriter on the screenplay for Gielgud Films’ feature film that is currently in pre-

production. The candidate will assist in proofreading the shooting script, preparing sides of 

script for the actors and the Heads of Department on the film. In addition, the candidate will 

write an initial outline and assist on writing the first draft of a new film script that is currently 

in development. 

Workplace address for all Job Placements: Remote working with monthly meetings at Unit 

5B Morehouse Farm Business Centre, Ditchling Road,  Wivelsfield,  East Sussex, RH17 7RE. 

http://www.divaapprenticeships.comm/
https://films.gielgud.com/
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Company overview: We are an independent film/video production company. We specialise 

in documentaries, filming live opera and ballet events and are now preparing to go into pre-

production for our first feature film. The kickstart placements will help us to build our crew 

for our feature film and hopefully be the beginning of successful new careers in our industry. 

 

Company Name: ICROSSING LIMITED 

Kickstart placements: Two 

Job title: Junior SEO Analyst Trainee x 2 - Junior SEO (Search Engine Optimisation) 

Analysts are the building blocks of the SEO team at iCrossing. As an entry level position in 

the agency, this is the perfect opportunity for someone driven, professional and hardworking 

to kick-start their digital marketing career. Key to success in the role will be an eagerness to 

learn and an ability to absorb new information whilst working in a fast-paced environment. 

Candidates should have an interest in data analysis, web development and will love to delve 

into facts & figures. In return, they will work on an impressive client list with support from 

some of the best senior SEO and digital marketers in the industry, whilst being offered 

continuous opportunities to train and grow.  

Workplace address for all Job Placements: Mix of office and work from home. Moore 

House, Black Lion Street, Brighton, East Sussex, BN1 1ND. 

Company overview: iCrossing are a digital performance marketing agency that is driven by 

insight, powered by Hearst and obsessed with helping our clients grow. Based in Brighton, 

we were one of the first search agencies in the UK. Since then, we became a full service 

digital agency and in 2010 were acquired by Hearst. We combine deep consumer insight and 

world-class content creation specialism with digital marketing expertise in strategy, SEO, paid 

media and data. 

 

Company Name: IMMEDIATE MEDIA COMPANY LIMITED 

Kickstart placements: Eight  

Placement 1: Marketing Administration Assistant – BBC Gardeners World (London) 

We are looking for a Marketing Administration Assistant to work with the BBC Gardeners’ 

World magazine marketing team. This role will support the Brand Manager, Commerce 

Manager and Marketing Executives with general administration duties.  This will be a varied 

role, offering exposure to and experience of all brand platforms (including magazine, digital, 

social media) and areas of marketing activity. 

Placement 2: Digital Marketing Administration Assistant - IM Food Group (London) 

We are looking for a Digital Marketing Administration Assistant to join our content team. 

You will gain experience in both digital media and recipe development, including learning 

how to use the content management system and Google Analytics, inputting recipes, 

uploading to Pinterest, as well as the opportunity to learn how photo and video shoots work, 

how recipes are developed, tested and refined.   

Placement 3: Digital Assistant – IM Food Group (London) We are looking for a Digital 

Assistant to join our content team. You will gain experience in both digital media and recipe 

development, including learning about digital marketing and customer engagement. The 

candidate will have the opportunity to learn about the different digital channels used to 

engage with our audiences from social media to email and web or print.  
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Placement 4: Editorial Assistant - RadioTimes.com (London) The editorial assistant will be 

required to perform a number of general administrative duties across the team as well as 

perform writing and research tasks when required. Accountabilities will include performing 

daily administrative tasks for the editing team. Assisting editors and journalists with research 

tasks. Uploading and preparing magazine articles for publication online and transcribing 

content. Uploading and managing TV choices for the Discover TV section of the website and 

apps. Help with production and updating of articles, web pages and lists. Assisting with 

commercial articles. Working on listings updates. Assisting with research for 

video/multimedia creation. Help with managing social media accounts including Facebook 

and Twitter. Other ad hoc duties as required. 

Placement 5: HR Administrator (London) This is an exciting opportunity to join the Human 

Resources team of one of the fastest growing media companies in the UK! Based in the 

London team, this role is responsible for supporting the administration of the employee 

lifecycle, including starters, leavers, payroll, our benefits systems and our HR information 

system with the highest possible level of support and accuracy. The role will support 

coordination of Training and Development activities including booking meeting rooms, 

sending invites and dealing with general queries relating to training.  

Placement 6: Recruitment Administrator (London) This is an exciting opportunity to join 

the internal recruitment team of one of the fastest growing media companies in the UK! This 

role will be supporting the administration for the Recruitment team, including arranging 

interviews for candidates, managing our applicant tracking system and acting as a point of 

candidate contact for candidates. 

Placement 7: Cycling Social Media & Digital Assistant/Writer MBUK and Cycling Plus 

(Bristol) We are looking for a Social Media & Digital Assistant/Writer to join our MBUK and 

Cycling Plus teams. Responsibilities will include: Working with editorial teams to regularly 

update both magazine’s social media accounts – identifying images, writing content and 

responding to comments and messages. Writing and uploading short articles for mbuk.com 

and cyclingplus.com Writing, uploading and managing competition content for mbuk.com 

and cyclingplus.com 

Placement 8: Editorial Assistant, HistoryExtra (Bristol) 

We are looking for an Editorial Assistant to work across our audio and digital areas in 

HistoryExtra and to support our editorial team for the magazine. We’re looking for someone 

to support with the online content management system and be able to help with uploading 

new and existing online content, creating and refreshing historic podcast content, assisting in 

setting up podcast and virtual lectures, and other admin support tasks. 

Workplace address for all Job Placements: Mix of office and work from home. Vineyard 

House 44 Brook Green Hammersmith, London, W6 7BT and offices in Bristol 

Company overview: Immediate Media is a publishing house owned by Hubert Burda Media. 

Immediate is the special interest content and platform company. Our fast-growing, multi-

platform media business is home to over 1,200 people across eight divisions. We own and 

operate some of the best-loved brands in the UK. And we only focus on special interest 

markets, engaging over 87 million global passionate consumers each month, offering them 

world-class content and innovative new products and services. 

 

Company Name: INDEFINITE FILMS LTD– www.indefinitefilms.co.uk 
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Kickstart placements: One 

Job title - Production Assistant – looking for a production assistant to help support our 

small producing team. Key responsibilities will be to help set up and support the 

administrative systems of the company, whilst responding to ad hoc research requests. This 

will range from helping in the development of programme ideas to organising travel 

arrangements. We anticipate that this will lead to some hands on experience of location 

filming. 

Workplace address for all Job Placements: Mixed remote and potentially in production 

office within 3 mile radius of BS1 (company postcode RH12 1TL) 

Company overview: Indefinite Films are producers of thought-provoking, big hearted 

stories for Cinema, Television and Streamers. Whether based on true stories or inspired by 

real people or events our depictions are always rooted in authenticity. 

Set up by multi-award-winning team Bruce Goodison and Kate Cook to make an original 

feature film Leave to Remain, Indefinite Films is one of Bristol’s first narrative production 

companies. Founded on a successful working relationship of 20-years we recognise the 

strength of creative collaborations and are focused on working with new and diverse talent. 

 

Company Name: KOSKA LTD– www.koska.co.uk 

Kickstart placements: One 

Job title - Trainee TV Researcher/Development Assistant – The successful candidate’s 

main function will be to support the development team. This will involve taking direction 

from the senior development team to research facts and supporting information for ideas, 

presenting this information in a concise manor either verbally or in a written format and 

contributing to ideas in brainstorm meetings. Additionally, the role may include supporting 

the development of an idea ready for presentation to a broadcaster. This could involve 

helping to create printed presentations or supporting the filming of a ‘taster/development’ 

piece on location.   

Workplace address for all Job Placements: Freedom Works, Hove Business Centre, Fonthill 

Road, Hove BN3 6HA.   

Company overview: We are producers of factual based content for the UK and international 

market.  To date we have produced programmes for C5 and Discovery with much more in 

development.  We are small young business consisting of 5 core staff the majority of us 

having extensive experience in the industry. 

 

 

Company Name: MBASO LTD (trading as SUPAPASS) – www.supapass.com  

Kickstart placements: Two  

Job title 1- Design & Digital Marketing Assistant – creating bold, clean, innovative 

designs and providing creative and technical support to the Commercial Team. Your work 

will be key in developing the SupaPass brand and position in the market. You will report to 

the CCO and will work within a small commercial team of around 5 people.  Design a variety 

of high-quality visuals and layouts to support the company's communications across 

different channels, including ad campaigns, web, digital product, email, social media, 

presentations, slide decks, printed collateral and more. Create and maintain an up-to-date 

bank of product visual assets for marketing materials. Develop the SupaPass branding and 
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design guidelines and best-practice. Create engaging web landing pages for marketing and 

lead generation. Create and edit graphic, audio and video content for the commercial team 

and on-occasion for clients. Support commercial team and CCO in general marketing and 

branding activities. Support the onboarding specialist in uploading and curating client 

content to the agreed specification. 

Job title 2- Technical Assistant & Software Tester –looking for a talented ambitious self-

starter with an aptitude for testing and using software technology, who has the core skills of 

organisation, attention to detail, and initiative. SupaPass is disrupting a multi-billion dollar 

industry, giving creators and entrepreneurs instant website and app building technology for 

their content, community, and digital shop.  Our product gives any business, entrepreneur or 

creator with content a pre-built “Netflix-style” website and mobile apps. We’re a passionate 

ambitious team on a mission to make SupaPass the market-leading software globally for 

pre-built content websites & mobile apps, in this burgeoning exciting high growth market.  

You will be a key player in the technical product team and be involved in getting the 

software that's built by our product team tested and ready for customers to use, including 

creating the knowledge hub and support materials to drive their success, learning about all 

aspects of creating apps and websites using our pre-built technology. Your work will be key 

in providing technical support to the small team of 10-20 people and to customers. 

End to end testing of Apps and quality testing new features pre-release. Opportunity to 

suggest and think of new features and product improvements, as an integral member of the 

team.  

Workplace address for all Job Placements: Remote 

Company overview: SupaPass is a unique Software-as-a-Service company in Norwich, UK. 

We've built a tech product that gives any business, entrepreneur or creator with content pre-

built "Netflix-style" web and mobile apps. The award-winning tech has been a game-changer 

for entrepreneurs around the world, powering businesses in music, podcasting, events & 

conferences, tv & film, sports, eLearning, fitness & wellbeing, charities, membership 

organisations, and more. We offer powerful tech for content curation, delivery, and user 

subscriptions, giving clients a home online for all their media (video, audio, podcasts, blogs, 

articles). We save clients huge up-front costs of custom development, and unlike social 

media, our tech gives them control of their brand, user data, earnings, and customer 

relationships. We're a passionate, ambitious team on a mission to make SupaPass THE go-to 

software globally for out-of-the-box content websites & mobile apps. With $3.5 million of 

investment, SupaPass is at an exciting stage of our journey, and we are looking for 

enthusiastic, talented and driven team members to join us in our commercial mission to 

scale up and help even more entrepreneurs to grow their business with our award-winning 

tech.  

 

Company Name: NATIONAL MAGAZINE COMPANY LIMITED (HEARST) 

Kickstart placements: Five 

Our brands include Cosmopolitan, Good Housekeeping, Elle, Digital Spy, Bazaar, Red, Delish, 

Women’s and Men’s Health, House Beautiful, and many more.  

Job Placements: The roles will sit across various different teams: 

Media Planner Trainee will work with the Ops team;  Agency Sales Support x2 will sit in 

the Agency Hubs team; Content Trainee for Local Brands will work within our Home 
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brands including Country Living and House Beautiful Good Housekeeping and Weeklies 

brands including Inside Soap, Real People and Best. Content Trainee for International 

Brands will work with our Cosmopolitan team, work across Luxury brands including Harper’s 

Bazaar and Elle, and Health and Fitness Titles, including Men’s Health, Women’s Health and 

Runner’s World. 

Workplace address for all Job Placements: Mix of home and office. 30 Panton Street, 

London, England, SW1Y 4AJ 

Company overview: At Hearst, our goal is simple: create premium, purposeful content that 

helps our audiences and partners strive, thrive and get more out of life. Our trusted brands 

are built on decades of editorial expertise and underpinned by the latest audience insight 

and data. We are uniquely placed to understand what people want and when they want it – 

we create content with purpose. Our brands include Cosmopolitan, Good Housekeeping, Elle, 

Digital Spy, Bazaar, Red, Delish, Women’s and Men’s Health, House Beautiful, and many 

more. 

 

Company Name: NEMORIN FILM AND VIDEO LTD – www.nemorin.com 

Kickstart placements: Two 

Job title 1 – Production Assistant – The successful candidate will support the production 

team across pre-production, production, and post-production. The successful candidate will 

develop real-world and first-hand production skills that will be highly valuable in future 

careers. Tasks could include sourcing and finding freelance crew; preparing budgets; drafting 

schedules; and supporting new business pitches. 

Job title 2 – Account Executive– Supporting both the sales and production teams in 

pitches, meetings, follow ups, admin, client communication and team briefings. The 

successful candidate will develop real-world and first-hand client handling and production 

skills that will be highly valuable in future careers. A hands-on role suitable for proactive, 

diligent people. 

Workplace address for all Job Placements: Mixed remote and working from the office, 

located at 1-3 St Peters St, London, N1 8JD  

Company overview: Nemorin is a specialist branded video production agency based in 

central London. We're part of the multi-award winning Argonon Group, the company behind 

some of the biggest TV shows in the UK.  

We create short- and long-form original video content for a variety of audiences, spanning 

B2B and B2C sectors. From animation to live action, we have it covered. 

 

 

 

Company Name: NMC Recordings - www.nmcrec.co.uk 

Kickstart placements: One 

Job title – Office Assistant – reports to the Label Assistant in the Recordings & Marketing 

Team which is led by the Recording & Marketing Manager. scanning & digital filing of all 

remaining paper contracts, data entry, stockroom management, order fulfilment: picking, 

packing & dispatching CDs to customers – NMC runs its own online shop.  

http://www.divaapprenticeships.comm/
http://www.nemorin.com/
http://www.nmcrec.co.uk/


Unit 221 Stratford Workshops  

Burford Road 

London  

E15 2SP 

Tel: 0203 189 1784 

www.divaapprenticeships.comm  

 
 

DiVA Kickstart Scheme/Marketing/Cohort one Marketing  

In addition, we sometimes need extra help at studio recording sessions. You will also have 

the chance to support the Label Assistant in planning, creating and executing marketing 

campaigns, with a focus on social media. 

Workplace address for all Job Placements: St Margaret’s House, 21 Old Ford Road, 

Bethnal Green, London E2 9PL 

Company overview: NMC is a registered charity record label which is devoted to promoting 

the work of contemporary classical composers from Britain and Ireland.  We have a 

catalogue of some 300 recordings and release 10 of our own releases each year, plus a 

further 4-6 releases from our third party labels.  Are recordings are available through a 

physical international distribution 

 

Company Name: OCTOBER FILMS LTD- www.octoberfilms.co.uk 

Kickstart placements: One 

Job title – Finance Assistant– You will assist the Financial Controller in general bookkeeping 

duties including posting purchase invoices to the accounting system, posting bank 

transactions to the accounting system, reconciliation and posting of expenses and credit 

cards including VAT analysis, and setting up supplier information into finance system. 

Workplace address for all Job Placements: Benwell Studios, 11-13 Benwell Road, London 

N77BL 

Company overview: October Films is an award-winning, innovative television production 

company and one of the few truly independent production companies in the UK and US. 

We are experts in unique and powerful story-led content. From specialist factual, factual 

drama, current affairs and documentary to reality and entertainment, we aim high. Our work 

has earned us over 100 prestigious awards worldwide. 

We combine editorial excellence with a string of high-rating prime-time successes, including 

five seasons of Channel 4’s adventure series with Levison Wood, BBC’s Dangerous Borders, 

CNN’s Series, First Ladies, some of Discovery ID’s highest-ever rated factual crime drama and 

continue to produce high end series for US Networks and British Broadcasters. 

 

Company Name: PRE-CLEARED (TRADING AS CLICK N CLEAR) -  www.clicknclear.com 

Kickstart placements: One 

Job title – Rightsholder Assistant – We are looking for a Rightsholder Assistant to help our 

Rightsholder Relations and Marketing team with managing all of ClicknClear’s signed record 

labels and music publishers’ catalogue, from arranging the delivery of and processing audio 

files and copyright ownership information, to promoting tracks on ClicknClear’s website 

(playlisting) and marketing that music to our market on social media, keeping up to date 

with various music charts to identify trends. 

Workplace address for all Job Placements: Remote (postcode is EC1A 2BN) 

Company overview: ClicknClear are an award-winning music tech and licensing start-up 

delivering officially licensed music to performance sports (cheerleading, dance, gymnastics, 

figure skating etc) worldwide. We work directly with major and independent record labels 

and publishers (currently over 620 signed including Sony Music, Warner Music, Universal 

Music Publishing, BMG), and clear a unique bundle of music rights required by our market 

(adaptation, choreography and sync (online video rights). 
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Company Name: PRECIOUS AWARDS AND MEDIA -  www.preciousawards.com 

Kickstart placements: One 

Job title – Digital Content Assistant – We are looking for a reliable and creative Digital 

Content Assistant to help support and develop our digital communications.  

The role involves curating content for PRECIOUS social media channels and repurposing into 

formats suitable for posting on social media; producing and publishing original content for 

PRECIOUS websites and social media channels; planning and contributing to PRECIOUS 

social media campaigns; monitoring social media posts and responding to messages and 

queries received over social media. 

Workplace address for all Job Placements: Remote (postcode is N1 7GU) 

Company overview: PRECIOUS is a magazine and network that supports and showcases 

women of colour in business and corporate life. We do this through our digital magazine 

and events programme. 

 

Company Name: RESOURCE PRODUCTIONS CIC – www.resource-productions.co.uk  

Kickstart placements: Six 

Job title 1 – Boom Operator – The role of the boom operator is to capture live sound on 

set. The boom operator must be able to communicate easily with the sound mixer, and assist 

in the various capacities required in the sound department.  

This role will involve a large amount of self-directed work, working to a brief as part of a 

team to plan the preproduction, post-production and exhibition of film and TV content. 

Job title 2 – Camera Trainee – You will be learning about camera operation during all 

filming and caring for camera equipment to guarantee filming moves smoothly and stays on 

schedule. You will learn and provide practical and creative input to scene planning, selecting, 

assembling and positioning equipment, applying the technical aspects of lenses, film, filters, 

light and camera settings to each shot to ensure the director gets the effect he or she wants. 

Job title 3 – Art Department Assistant – They will work with their HOD and the other 

members of the crew to make sure that the director’s vision is realized by figuring out the 

best way to translate their intentions into a visual format and make the director’s vision a 

reality. They need be able to translate the mood and message into things like colour, texture, 

shape, style, and other elements of art and design. They analyse a script to identify and then 

source all the props or special items that will be needed and find cost-effective creative 

solutions. 

Job title 4 – Assistant Editor / DIT – You will be required to read the scripts to understand 

the vision of the Director, assess multiple hours of footage, assemble the footage, 

collaborate with the film crew and meet film deadlines. You will need to have good video 

editing skills, excellent time management, good communication skills, be able to think 

creatively and able to problem solve. You will act as the Digital Intermediary Technician 

during all shoots, capture, backing-up, logging and transferring all footage.  

Job title 5 – Lighting Technician – You will work closely with your HOD and camera team 

to bring to life the overall look of a film by planning how to create and control light for each 

scene to achieve the artistic vision. You will need to understand the desired lighting effects 

and are required to scout the filming locations to see how the lighting will work and figure 

out how to achieve them. You should have an artistic eye and understand the roles of the 

director of photography and how the gaffer role fits in. You should also have good 
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communication skills, be able to think creatively and able to problem solve and make quick 

decisions under pressure.  

Job title 6 – Production Assistant – will assist in running the production office and work on 

the production from preproduction. They will be an integral part of the production team. 

Duties include setting up the production office digitally and physically, organising 

equipment, supplies, collating paperwork and providing support to the Producers in securing 

and managing the arrangements for all the resources needed for the production.  

Workplace address for all Job Placements: 27 Church Street, Slough, United Kingdom, SL1 

1PL and on location as necessary 

Company overview: Resource Productions is a creative and commercial film and video 

production company. We work with industry professionals to create award winning thought 

provoking branded content and training 

 

Company Name: SONY MUSIC PUBLISHING LTD - www.sonymusicpub.com 

Kickstart placements: One 

Job title – Production Music Sales Intern – The production music sales team services our 

existing clients by pitching our music to brief and creating curated playlists as well as actively 

looking to grow our client base through various sales initiatives. 

You will assist with the international reversioning of TV programmes in order to find 

commercial music replacements, the curation of playlists, updating client details on the 

website database through research via phone and web research and ad hoc administrative 

duties. 

Workplace address for all Job Placements: Mixed remote and working from the office, 

located at 22 Berners Street, London W1T 3LP. 

Company overview: Sony/ATV Music Publishing is the leading global music publisher with a 

diverse catalogue of iconic songs written by legends. 

 

Company Name: SOUTH OF THE RIVER PICTURES LTD- www.southoftheriverpictures.com 

Kickstart placements: One 

Job title – Development Assistant– We are looking for a Development Assistant who will 

work closely with the Development Team, providing day-to-day support with managing 

submissions, script reading, participating in in-house brainstorming, maintaining online 

organisational systems and any other creative, research or administrative support as needed. 

Workplace address for all Job Placements: Mixed remote and working from the office, 

located at London, SE15 4ST 

Company overview: South of the River Pictures is an independent production company 

working across high-end scripted drama projects for Film and Television. We work with new 

and established writers helping them develop stories for screen. We are led by an 

experienced team of Directors and have a small but highly experienced and successful team. 

 

Company Name: SOUTH SHORE PRODUCTIONS LTD- www.southshore.uk 

Kickstart placements: Two 

Job title – TV Production Assistant x2– role and responsibilities will be flexible depending 

on the needs of the business from time to time but will include working as a member of the 

development team on assignments set by a Development Executive to research and develop 
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television programme ideas, working as a member of a production team to provide support 

to Producers in the office and on location for filming and working in the office providing 

support to the Office Manager to include various administrative tasks. 

Workplace address for all Job Placements: 210 High Holborn, London, WC1V 7HD 

Company overview: South Shore is a new independent Television Production Company, set-

up in October 2019 by a Team with decades of experience between them. 

South Shore produces television programmes for all the main UK broadcasters including the 

BBC, Channel 4 and ITV. It also has projects in funded development for US networks 

 

Company Name: THREE TABLES LTD (trading as THREE TABLES PRODUCTIONS)- 

www.threetables.productions 

Kickstart placements: One 

Job title – TV Development Trainee – You will assist the Development Coordinator and 

Producers on a range of exciting projects, with responsibilities including writing industry 

updates, carrying out detailed research for projects, taking notes during creative meetings, 

reading and giving feedback on scripts and other materials, organising various databases 

and tracking documents, and carrying out general development research into books, 

podcasts, articles and true stories that could potentially be turned into tv programmes. 

Workplace address for all Job Placements: Remote with weekly meetings in London 

(postcode is W4 1JF) 

Company overview: Three Tables Productions is an independent TV production company 

focused on developing and making drama and comedy-drama television programmes.  We 

are a growing team of 4 – the three founder/ producers and a development coordinator. We 

develop television programmes with a range of partner companies, including distribution 

partner eOne, as well as with companies like Fremantle, BBC and France Televisions. At the 

moment, we have a busy set of projects in different stages of active development and we are 

also searching for new projects. 

 

Company Name: TROY TV LTD- www.troy-tv.com 

Kickstart placements: Two 

Job title – Production Trainees/Production Runners x2– we are looking for 2 production 

trainees/production runners one based in Bristol, one based in Wrexham. The Bristol position 

is for factual and scripted and you will work mostly with the production department. The 

Wrexham position is for factual and you will work with production and provide some 

assistance to the camera department 

Workplace address for all Job Placements: Bristol (Mix of office, home and location filming 

work. Office- Bristol BS8 1HB) 

Wrexham (Mix of office, home and location filming work. Office- Wrexham LL1 2AH) 

Company overview: Troy TV is a film and television production company. Our HQ is in 

Bristol but we work all over the UK and internationally. We are specialists in factual TV and 

our new scripted department is growing as we are due to shoot our first feature film shortly. 

We work with BBC, ITV, Ch4, Netflix, Amazon, iTunes, Sky, and many more.   

 

Company Name: TRUE NORTH PRODUCTIONS LTD- www.truenorth.tv 

Kickstart placements: One 
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Job title – Office Assistant– We are seeking an Office Assistant to join our Leeds office, to 

ensure the smooth running of a busy television production office. This will include off 

management and administration as well as Ad hoc assistance on production teams – which 

may involve helping to set up filming or helping on location, general research, transcribing, 

fact checking and managing social media accounts etc.  

Workplace address for all Job Placements: True North Productions, Marshalls Mill, 

Marshall Street, Leeds LS11 9YJ 

Company overview: We are a television production company. We make factual programmes 

(not drama) for a range of broadcasters, including BBC, Channel 4, Channel 5, Discovery and 

MTV. 

We have offices in Leeds and Manchester and employ around 100 people, according to how 

many shows we are making. 

 

Company Name: VERTIGO TELEVISION LTD – www.vertigofilms.com 

Kickstart placements: Two 

Job title 1 – Team Assistant – responsibilities would include booking meetings, taxis and 

couriers. Liaising with clients, other production companies and agencies. Making travel 

arrangements and preparing itineraries. Managing the switchboard and screening calls, 

general office administration e.g., stationary orders, keeping kitchen stocked, organising 

gifts. Would be required to undergo training to act as first aider/ fire warden. 

Job title 2 – Junior Finance Assistant – responsibilities would include entry of purchase 

invoices into the accounting system, assisting with bank reconciliations, preparing payment 

runs, raising purchase orders, assisting with monthly and quarterly vat returns, collating and 

reconciling expenses, and credit card receipts, petty cash maintenance, assisting with 

statutory and production audits and data entry and administration. 

Workplace address for all Job Placements: Mixed remote and working from the office, 

located at 1e Zetland House, 5-25 Scrutton Street, London EC2A 4HJ 

Company overview: Vertigo is a film and television production company, currently focusing 

on high end television drama. We have produced 3 seasons of Britannia and Bulletproof for 

Sky and have further seasons of these shows in the pipeline as well as two new dramas due 

to start production this year. Previously, we have produced numerous films including 

Bronson, Monsters, Football Factory, StreetDance, The Sweeney and Horrid Henry. Within the 

company we have a number of departments: production, legal and business affairs, finance, 

development and marketing. 

 

Company Name: VIACOMCBS NETWORKS INTERNATIONAL 

Kickstart placements: Six 

Placement 1 – Milkshake! Production Placement - The candidate will get to see first-hand 

how the content is created and shared to millions every day on TV for Milkshake! Studio, 

working closely with the team who make the shows happen. The candidate will help with key 

paperwork, props management and help in assessing entries for competitions run as part of 

the shows. Candidates will also get the opportunity to share their views on how we can be 

better and keep our audiences engaged.  

Placement 2 – Broadcast Assistant Placement - The Broadcast Assistant placement is a 

great opportunity for the candidate to understand the end-to-end process of how content is 
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programmed and scheduled across our channels at the right time and to the right audiences. 

They will work with a lot of people, all vital ensuring our content is aired properly and will be 

part of the team supporting the smooth running of the shows being aired. 

Placement 3 – Marketing Placement - The Marketing placement will give the candidate the 

opportunity to support with important tasks across the department which impact how 

programmes and products are promoted across the channels and, in turn, help us to be 

more appealing to our partner. They will have the opportunity to be responsible for 

coordinating tasks such as weekly team meetings, how to promote soaps across our 

channels, and work across various teams to share updates on activities going on. This 

supported role will give the candidate a strong grasp on how a big media company works 

day to day and will give them exposure to external partners and agencies to help with their 

networking skills for their future career 

Placements 4, 5 and 6 – Development, Production & Editorial Placements - These 3 

placements will join ViacomCBS’s, fast paced in-house production team – ViacomCBS 

International Studios UK. They will see how programmes are created, from generating ideas 

to the filming. They will help across all areas of development, production and editorial from 

getting involved in the ideas for our channels, including Channel 5, MTV and Comedy 

Central, through to editing of the programmes. 

Workplace address for all Job Placements: Candidates will work from home whilst the 

pandemic continues. Our office address is 17-29 Hawley Crescent London, NW1 8TT  

Company overview: ViacomCBS delivers premium content to audiences across traditional 

and emerging platforms worldwide. Through television, streaming and digital content, studio 

production, publishing, live events, merchandise and more, we connect with billions of 

people. ViacomCBS International Media Networks UK & Ireland represent 20 channels that 

offer the very best in music, comedy and kids programming through its MTV, Comedy 

Central and Nickelodeon brands. The brands have been market leaders across the three 

primary genre groups for more than 10 years, reaching 22.9 million homes through SKY, 

cable and Freeview. 

 

Company Name: WARNER BROS. INTERNATIONAL TELEVISION PRODUCTION LIMITED 

Kickstart placements: Two 

Job Placement 1 – Finance Placement This role will be a 6-month experience across 6 

finance departments - Participations & Distribution, Head Office Cost Centre Accounting, UK 

Hub Finance, Production Finance, Financial Planning & Analysis, and Consolidating & 

Reporting. The candidate will spend 1 month in each department gaining an insight into 

some of the key tasks for each and how they operate on a day-to-day basis, how they 

contribute the ITVP group of production companies, and how they fit into a global media 

corporation.   

Placement 2 - Digital and Creative Placement: This placement will be split across the 

Digital Department and Creative Department, spending 3 months in each. During their time 

with the Creative Department, the candidate will work with the Creative Format Development 

Team, supporting them with their work in the development of new TV formats, TV 

Production and Creative Events. The candidate will be expected to contribute to a wide 

variety of team meetings, help prepare presentations and reports and carry out research 
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work as well as sending and receiving materials relevant to the departments work e.g.: 

episodes, synopsis, presentations. 

Workplace address for all Job Placements: Warner House, 98 Theobalds Road, London, 

WC1X 8WB although working from home 

Company overview: Founded in 2009, Warner Bros. International Television Production 

(WBITVP) produces local scripted and non-scripted programming through its network of 

local production operations in 14 countries. Across the UK, this includes Wall To Wall, Twenty 

Twenty, Ricochet and Renegade. 

 

Company Name: WARNER BROS. STUDIO LEAVESDEN LTD 

Kickstart placements: Three 

Placement 1: Client Services Assistant, Studio Operations - Providing support to our 

Client Services team, this person would be trained up to be the initial point of contact for 

general enquiries coming into the department. Their office-based duties include maintaining 

spreadsheets and bookings systems, filing and assisting with coordination and conduction of 

visits, events and tours to the Studios. We look forward to welcoming someone into the role 

and supporting them to develop their skills in the workplace.  

Placement 2: Facilities Administrator, Studio Operations The Warner Bros. Studio 

Leavesden Studio Facilities group encompasses both maintenance and projects works across 

the whole of the Warner Bros. Studios Leavesden site, including the film studios and the 

Harry Potter Tour.  Within this group, the Administrators are the central hub to all activities 

around the Facilities upkeep and have a key responsibility for ensuring that, not only are all 

buildings across the Lot are maintained to the highest standard but are also compliant with 

all workplace legislation. They are responsible for issuing all works to the inhouse 

Maintenance team and third-party contractors on a daily basis as well as ensuring all tenants 

across the site are facilitated to the best of our abilities. Responsibilities within the role also 

include project management, permit issuing, site inductions, Risk and Method Statement 

creating and monitoring, and a small amount of manual work.  

Placement 3: Post Production Admin Assistant  - the candidate in this role would work 

alongside the Operations Manager to help coordinate some of these activities by providing 

administrative support such as taking meeting minutes, procurement research, collating 

planning documents and liaising with sub-departments such as Engineering, Maintenance 

and Client services. They would also assist with the physical clearing of the current premises 

as well as moving equipment to the new premises and assisting with its installation, and 

provide ad hoc cover for client services staff (Runners) in the area of bar service as well as 

local collection and delivery of goods.  

 Workplace address for all Job Placements: Client Services Assistant, Studio Operations – 

based at Warner Bros. Studio Leavesden, Warner Drive, Leavesden, Watford WD25 7LP 

Facilities Administrator, Studio Operations – based at Warner Bros. Studio Leavesden, Warner 

Drive, Leavesden, Watford WD25 7LP 

Company overview: Warner Bros. Studios Leavesden are the ultimate film production 

facility, the first choice for filmmakers worldwide. Shaped by industry experts and open to all 

types of productions, it’s a place where state-of-the-art facilities meet world-class service, 

delivering everything you need to create the very finest productions. 
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Company Name: WARNER BROS. TELEVISION PRODUCTION UK LIMITED 

Kickstart placements: Seven 

Placements 1, 2 and 3: Production Placement, Wall to Wall + Twenty Twenty - Each 

placement will be tailored, dependent upon which company and/or production the 

candidate will be working on, as well as their particular area of interest. Candidates will 

contribute to new programme ideas, generate ideas for specific briefs, source and research 

facts, figures and information using various tools and checking those sources for veracity. 

They will also assist with researching and/or sourcing contestants, props, contributors, 

locations, kit, questions, and other content for pre-production and/or filming days, and/or 

edits. Candidates will learn how to log and transfer tapes and transcribe filmed footage, 

maintain databases, prepare call sheets and assist with production paperwork.  

Placement 4: Development Researcher, Renegade - The Junior Development Researcher 

will support the Head of Development and other team members with research for factual 

entertainment TV programmes and help to develop programme ideas in this genre. Working 

in a small team, they will be asked to contribute to ideas meetings and prepare and present 

ideas in one-on-one situations and group scenarios, develop and research a slate of ideas, 

ensuring that accurate information is gathered and presented to other members of the team.  

The candidate will need a wide variety of interests and be able to show an interest not just in 

TV but in the world around us and the issues and talking points of our times.  We are looking 

for someone who is passionate about TV and excited about being part of creating original, 

exciting shows. 

Placement 5: Finance Placement, Renegade - Key roles and responsibilities will include 

(but not limited to): working with accounts payable to set-up suppliers and process 

payments and invoices, assisting vendors with account queries, reconciling accounts, chasing 

outstanding invoices, updating relevant staff with credit card statements and processing 

expenses, purchase orders, processing petty cash, and filing of accounting documents. 

Placements 6 and 7: Production Placement, Ricochet - Responsibilities include 

contributing to new programme ideas, logging these ideas, and generating ideas to specific 

briefs. The candidate will also source and research facts, figures and information using 

various tools, assist with researching and/or sourcing locations, contributors, props, and 

other content, and assess contributor suitability for projects and taster tapes. They will also 

be required to log, transcribe interviews and filmed footage and rough paper edits. 

Candidates will be taught about preparing call sheets and assist with production paperwork, 

along with other admin support such as typing, answering phones, filing and general office 

duties. Arranging hospitality for meetings, including drinks and lunch orders. Restriction 

dependent, candidates will also attend location filming as required. 

Workplace address for all job placements: 1. Production Placement | WBTVPUK - Ricochet 

| Pacific House,126 Dyke Road, Brighton BN1 3TE 2. Production Placement | WBTVPUK - 

Ricochet | Pacific House,126 Dyke Road, Brighton BN1 3TE 3. Production Placement | 

WBTVPUK - Wall to Wall + Twenty Twenty | Wall to Wall, C/O The Farm, Edgecumbe Hall, 

Richmond Hill, Bristol, BS8 1AT 4. Production Placement | WBTVPUK - Wall to Wall | 85 Grays 

Inn Road, London, WC1X 8TX 5. Production Placement | WBTVPUK - Twenty Twenty | 85 

Grays Inn Road, London, WC1X 8TX 6. Development Researcher Placement | WBTVPUK - 

Renegade | 85 Grays Inn Road, London, WC1X 8TX 7. Finance Placement | WBTVPUK - 

Renegade | 85 Grays Inn Road, London, WC1X 8TX 
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Company overview: Warner Bros. Television Production UK is a British creator and 

distributor of television content, producing long-running television brands in drama, factual, 

documentary, factual entertainment, and history. The group comprises award-winning media 

companies including Ricochet, Twenty Twenty, Wall to Wall and Renegade, where these 

placements will be located. 

 

 

SALARY:  

The minimum salary payable is the National Minimum Wage. However, check the with your 

jobcentre work coach. Some employers will pay more.  

 

FUTURE PROSPECTS 

Upon completing the work placement and evaluation by the company's supervisors, the 

successful candidate may be offered a job at the end of the placement. At the very least, you 

will have gained a substantial work placement and training, which will stand you in good 

stead.  

 

EMPLOYER DETAILS 

Please refer your jobcentre work coach for further details on each employer.  

 

SKILLS REQUIRED  

Each role has specific skill requirements. However, all applicants must demonstrate good 

written, and verbal communication skills must be IT literate, organisational and time 

management skills. 

 

PERSONAL QUALITIES  

In addition to any specific requirement in the job descriptions, all applicants must 

demonstrate a passion for building a career in the film, TV or music industry.  

 

QUALIFICATIONS REQUIRED  

Common sense is more important than formal qualifications. Please refer to individual job 

descriptions for further requirements.  

 

IMPORTANT OTHER INFORMATION 

You must apply via your jobcentre work coach. We are unable to accept direct applications.  

 

To be eligible for any placement, you must be  

1. unemployed, and;  

2. aged 16-24 and; 

3.in receipt of Universal Credit. 

 

If you do not meet all three criteria above, you are not eligible to apply.  

 

REALITY CHECK 

You must apply via your jobcentre work coach.  We are unable to accept direct applications.  
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ABOUT THE TRAINING 

Throughout the placement, you will receive a mix of employment skills training and attend 

industry masterclasses.  

 

SPECIFIC QUESTIONS 

There are no specific questions to answer as part of your application process.  
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