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JOB TITLE Drama Runner 

 
DEPARTMENT Drama 

 
REPORTING TO  Production Executive, Drama 
___________________________________________________________________ 
 
 

Purpose of Role 
 
To provide effective and efficient infrastructure support in the day-to-day operation of 
the Drama department and the wider company.  To work closely with the Production 
Executive and department PA to ensure your department is serviced and supported 
to a high standard and to uphold and promote the core values of Tiger Aspect 
Productions. 
 

Expectations 
 

Our Runners are vital and valued members of the Company.  We hope that during 
your time with us you will discover which direction you want to steer your career, and 
acquire valuable skills that you can take forward.  In other words, we want you to 
make the most of your time here.  We therefore actively encourage you to;  

 Make contacts across the Company 

 Gain as much hands on production experience as possible even if that means 
giving up evenings and weekends 

 Contribute to ideas meetings where appropriate 

 Take an interest and get involved 
 

Main Tasks and Responsibilities 
 
Arranging hospitality for meetings, including drinks and lunch orders, ensuring that 
rooms are cleared after use. 
 
Drop off/pick up packages and organise couriers and cars as required by the 
department. 
 
Photocopying and binding scripts, proposals and other documents as required 
 
Assisting production teams as required. 
 
Copying DVDs, logging tapes and maintaining the tape library and masters 
cupboard. 
 
Archiving of tapes and files. 
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General office duties including typing documents and general correspondence, 

photocopying, filing, distributing the post and ensuring the office is kept tidy. 

 

Work with the Facilities team and other Tiger Aspect runners to ensure that the 

kitchen area is maintained and the office generally runs smoothly.  

 

Cover reception one evening a week. 

 

Other duties that may, from time to time, be required by the department or the 

Company. 

 

Other Expected Behaviours 
 

Lateral thinker 

 

Promote and maintain excellent customer (internal and external) and public relations 
by dealing effectively, efficiently and politely with matters that fall within your 
responsibility. 

 

Exhibit excellent communication and listening skills and demonstrate empathy in 
dealings with clients and staff. 

 

Maintain a high level of confidentiality at all times and exercise discretion and good 
judgement when dealing with confidential matters.  

 

 
Minimum Qualifications 
 
A proven passion for drama is essential and an understanding of the production of 
drama programmes is advantageous. 
 
Team player with willingness to take the necessary initiative to get a job done. 
 
Highly proficient in the use of Microsoft office, including Word, Excel and PowerPoint. 
 
Experience in the use of Photoshop is advantageous. 
 
Ability to communicate ideas effectively and share information. 
 
Determination to not to give up. 
 
Appetite for knowledge and learning 

 
 
 
 
 
 
 

 


