
 

 
 
Role:         Production Co-ordinator 
Reporting to:   Production Manager 
Date:      August 2014 

___________________________________________________________________________  

OVERVIEW 

VICE is a global youth media company and the industry leader in producing and distributing the best 

online video content in the world. Launched in 1994 as a punk magazine, VICE now operates in 36 

countries and has expanded into a multimedia network, including the world’s premier source for 

original online video, VICE.COM; an international network of digital channels; a television & feature 

film production studio; a magazine; a record label; and a book-publishing division. 

 VICE’s digital channels include VICE News, a dedicated news channel; Noisey, a music discovery 

channel; The Creators Project, dedicated to the arts and creativity; Motherboard, covering cultural 

happenings in technology; THUMP, focusing on global dance and electronic music; Fightland, a 

channel dedicated to the culture of MMA; and MUNCHIES, a food channel chronicling the broad 

spectrum of the global culinary experience. VICE acquired British fashion publication i-D in 2012 and 

re-launched i-D’s digital presence at i-D.co, a video-driven fashion site. In 2013, VICE launched a 

news-magazine series on HBO titled 'VICE.' The second season of the Emmy nominated series is on 

HBO now. 

The Role 

We are seeking an experienced Co-ordinator to join the team and support our exceptionally busy 

Production Manager. You will be assisting with all administrative tasks to aid the smooth running of 

the department. This role is almost entirely office based, you will only attend shoots on the rare 

occasion. 

The Production Co-ordinator is directly responsible to the Production Manager for the day-to-day 

workings of the whole production team across up to 30 productions at a time.  You will co-ordinate 

all administrative elements of the department including setting up international shoots. You are 

responsible for the day-to-day workings of the production office.  

You will run the production office according to the guidelines set out by the Production Manager. 
You will manage the production office and will be left in charge of it whenever the Production 
Manager is away.  

 

 



Key Responsibilities: 
 
Including but not limited to: 
 

 Manage spends, invoicing and tracking costs on all Production budgets and any projects as 
needed. 

 Ownership of invoicing process. 

 Write and oversee the delivery schedules for all content, driving deadlines. Maintaining and 
updating production schedules for weekly and monthly reporting. 

 Organise and process the paperwork related to insurance cover for action vehicles, rental 
cars, office equipment, etc. 

 Write and check risk assessments and ensure shoots are conducted in as safe a way as 
possible.  

 Responsible for ensuring the completion of all admin related tasks to the delivery of a film, 
including red sheet, music cues and licensing paperwork and circulate to necessary people. 

 Responsible for checking reconciliation of all petty cash and credit cards for Vice Production 
shoots.  

Other duties include:  

 Ordering equipment, supplies and their collection. 

 Co-ordinate travel, accommodation, work permits, and visas for cast and crew. 

 Prepare and distribute shooting schedules, crew and cast lists where necessary. Booking 
personnel, once the Production Manager has negotiated acceptable terms.  

 Preparing, updating and distributing crew lists and call sheets.  

 Organise the use of courier and shipping companies.  

 Closing accounts with suppliers, returning surplus stock, tying up all loose ends, and ensuring 
that office files are stored safely, and in a suitable format, so that information can be easily 
accessed by other personnel when required.  

 

Other: 

 To undertake such other tasks including general administrative duties as may be required 
from time to time. 

 To be an ambassador for the business at all times. 
 

Experience and Qualifications: 

 Experience in a production role is essential, along with experience in setting up international 
shoots. 

 Previous experience working on documentaries is desirable. 

 Advanced Excel skills. 

 Must have experience organising finances and preferably running budgets. 

 Must have experience writing and organising production schedules including post-
production. 

 A good understanding of Health & Safety regulations and experience in completing risk 
assessments. 

 Experience of production insurance. 

 Must be ultra-organised, a multi-tasker and able to meet tight deadlines. 

 Have strong communication skills, both written and oral, and good numeracy skills. 



 Be able to work calmly under pressure and without constant supervision. 

 Good attention to detail. 

 Helpful and a team player. 

 Preferably a trained First Aider and/or Health and Safety trained. 

 

HOW TO APPLY 

Please send a cover letter detailing your relevant experience and CV by email to ukhr@vice.com 

Reference “Production Co-ordinator” in the subject line. 

We look forward to hearing from you! 

 
If you do not hear back from us within one month then unfortunately your application has been 
unsuccessful. Thank you once again for applying and we wish you success in your future career. 
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