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Vacancy Details 
 

 
Job title  

Royalty and Business Affairs Assistant 
 

 
Employer Name  

Snapper Music ltd 
 

 
Vacancy Location  

1st floor, 52 Lisson street, London NW1 5DF 
 

 
About the Apprenticeship 

Royalty and Business Affairs Assistant 
 
The position is within the business affairs and finance departments. 
 
The key duty is to assist the business affairs and finance teams in creating 
accurate and timely royalty statements for both artists and songwriters. It 
also includes responsibilities for monitoring and developing income from 
neighbouring rights, and analysing royalty information to improve the 
business. 
 
The role will be primarily on site though there may be opportunities for some 
remote working. 
As well as support from senior members of staff, the candidate will be able to 
attend courses on general aspects of the record industry run by AIM and the 
BPI, and will be given specific guidance from specialists in the current staff on 
key elements of computer skills such as excel and databases as well as gaining 
detailed knowledge of royalty systems, which are one of the key aspects in 
the relationship between artists and labels. There will also be an opportunity 
to learn about and contribute to business affairs, including contractual and 
commercial matters. One aspect of this will be to contribute to the special 
projects team, specifically on deluxe box sets for which the company is 
renowned. 
 
Key Duties: 

 Analysing royalty information 

 Creating royalty statements 

 Monitoring & developing income from neighbouring rights 

 Contributing to business affairs – contractual & commercial 

 Contributing to the special projects team, research & analysis 

 General office duties 
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Weekly Wage 

£18,000 p/a 

 
Working Week 

Monday - Friday (9.30am – 6.00pm)  

 
Future prospects description 

Upon completion of the Apprenticeship and evaluation by the company’s 
supervisors, the successful candidate may be offered a job at the end of the 
Apprenticeship. 
 

 
Employer Details 

 

 
Employer Description 

The company is an independent UK label, active for over twenty years, which 
has consistently been ranked in the UK’s top twenty indies. The repertoire 
managed is varied with specialities in metal, on the Peaceville label, 
progressive, on Kscope, and other genres. The company has a roster of signed 
acts, releasing new music but is also well known for its catalogue activity. This 
derives from its own repertoire and material licensed from other labels and 
artists. It has a particular speciality in generating big career-defining physical 
boxed sets. 
 

 
Employer website 

https://snappermusic.com/ 

 
About the Candidate 

 
Skills required 

 Excellent organisational and interpersonal skills 

 Ability to work as part of a team   

 Self-motivated and reliable  

 Good attention to detail and time management  

 Strong communication (written and verbal) skills 

 Ability to work to a schedule and deliver on individual tasks and 

responsibilities within a team structure 

 Strong interest in music  

 
Personal Qualities 

 Enthusiastic 

 Willingness to learn 

 Positive attitude  

 Proactive  

 
Qualifications Required 

Minimum qualifications are English, Maths and ICT GSCE’s level A-C or 
equivalent.  Graduates can apply but a degree not necessary nor will it give 
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you an advantage. Common sense, a good attitude and a strong application is 
what we are looking for.  

 
Additional Detail 

 
Important Other Information 

Candidates who are shortlisted must be available on one of these dates - 
27th, 28th, 29th, 30th September 2021; to attend an Assessment Day which 
will include their first interview. 

 
Reality Check 

Do not contact the employer directly; failing to adhere to this will see your 
application automatically withdrawn. 

 
How to Apply 

To apply for this vacancy, you must complete an application form and return this to 
recruitment@divaapprenticesips.com.   CVs will not be accepted.  
 
You can find an application form on our website at www.divaapprenticeships.com   
 
Do not contact the employer directly; failing to adhere to this will see your application automatically withdrawn. 

 
Supplementary Application Form Questions 

 
Two Vacancy Specific Questions 
 

Where do you think this position could lead you in the music industry? 
What skills do you to hope to learn in this role? 

 
Key Dates 

 
Closing date 

31st July 2021 

 
Interview start date 

13th October 2021 

 
Possible start date 

29th November 2021 

 
About the training 

You will be working towards a Level 4 Diploma in Business and Professional Administration.  In addition to 
crucial ‘on the job training’ depending on the qualification selected you may also study the following units: 
 

 Principles of Marketing  

 Project Management 

 Principles of Quality Management  

 Analyse and Present Business Data  

 Managing Information and Knowledge  

 Manage Information systems 
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