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JOB TITLE Drama Production Secretary  

 
DEPARTMENT Drama 

 
REPORTING TO  Director of Drama & Production Executive, Drama 
___________________________________________________________________ 
 
 

Purpose of Role 
 
To provide effective and efficient infrastructure support in the day-to-day operation of 
the Tiger Aspect Drama and Fifty Fathoms team.  To work closely with the Drama 
Production Team to ensure the departments are serviced and supported to a high 
standard.  
 

Main Tasks and Responsibilities 
 
Provide administrative assistance to the Drama Production Team.  
 
Maintain and manage diaries as required 
 
Assist with production start-ups in the form of production paperwork (prep diaries, 
Unit List, Availability spreadsheets)  
 
Undertake availability checks for Directors, DOPs and Head of Departments.  
 
Research travel options for Producers, Writers and early production recce’s, 
booking travel and accommodation and then completing and sending out travel 
movement orders  and assisting with any changes needed 
 
Issue release forms for contributors during development and production. 
 
Scan and file contracts whilst keeping detailed files and logs up to date in order to 
track contracts and payment due dates and meet commitment deadlines for all 
projects.  
 
Write cover letters and return agreements 
 
Logging productions documents as they come in from the production offices  
 
Take responsibility of the office tape store and master tape archive to ensure that 
master tapes are received at the end of production and stored or archived 
appropriately. Logging Tapes in and out and ensuring they are returned   
 
Reconciliation of department credit card and coding on PMI accounting system, 
coding to correct budget. 
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Keeping up to date with purchase orders on PMI accounting system  
 
Take minutes during Business meetings 
 
 

Other Expected Behaviours 
 
Lateral thinker 
 
Exhibit excellent communication and listening skills and demonstrate empathy in 
dealings with clients, staff and the general public and to maintain excellent public 
relations by dealing effectively, efficiently and politely with matters that fall within your 
responsibility. 
 
Maintain a high level of confidentiality at all times and exercise discretion and good 
judgement when dealing with confidential matters.  

 

Person Specification  
 
At least 3 production credits, with at least one of which being as a Production 
Secretary on a scripted drama or film 
 
A working knowledge and understanding of the production process of film and 
television drama. 
 
Understanding of the various contracts involved in a production  
 
Fully developed IT skills, including proficiency in Word; Excel; PowerPoint.  
 
A highly organised and flexible approach to work, including the ability to prioritise 
workload. 
 
A self-starter who is used to working on their own initiative 
 
Interpersonal skills: the ability to communicate confidently and clearly, both verbally 
and in writing, with people at the broadcasters and also external. 
 
An informed interest in and enthusiasm for the programmes created by the Drama 
department. 
 
Appetite for knowledge and learning 
 
 

 


