
 

 

Office Coordinator
Role Description

 

Overview 
At FXHOME, we provide the very best VFX, editing and photography software to creatives all 

over the world including our flagship product, HitFilm. We are looking for an enthusiastic and 

experienced part-time office coordinator to provide vital support for our busy and talented 

team. You’ll need to be organised, detail orientated and ready to take initiative.  

Utilising your previous admin experience you will possess a genuine enthusiasm for numbers 

and have the ability to raise invoices, make payments, administer customer refunds and 

reconcile all bank and credit card statements using online accounting software, Xero.  

You will use your organisational and people skills to look after every aspect of the office 

environment to ensure FXHOME is a great place to work. This includes  liaising with landlord 

and suppliers, opening mail, answering the phone, making sure equipment is maintained and 

looking after office health and safety.  

As someone who likes diversity in their role, you will proactively get involved in a wide range of 

administration tasks such as looking after resellers’ orders and producing reports, taking pride 

in your work to ensure it is accurate and presented professionally.  

You will find working alongside your colleagues in a busy and exciting environment fulfilling and 

rewarding, knowing that you are making a real contribution to the company’s vision.  

Hours: 20 Hours per week (exact hours can be negotiated with new postholder) 

● Salary: £18,500 p.a. pro rata fte (0.5 contract) 

● Contract: Permanent (after probationary period) 

● Reporting to: Chief Operations Officer and Senior Business Coordinator 

● Location: Norwich 

● 25 days paid holiday a year plus all public holidays pro rata 

● Flexible working hours policy 

 
Copyright © 2016 FXHOME Ltd (UK) Page 1 of 7
 

https://hitfilm.com/


 

 

Office Coordinator
Role Description

 

How to apply 
Please apply by email to Joe Gould, the Senior Business Coordinator at joe.gould@fxhome.com 

attaching a full C.V. and a covering letter addressed to FXHOME, Suite 4 St Giles House, 27 St 

Giles Street, Norwich NR2 1JN.  

In your letter, please tell us why you want the job and specifically address how you, your skills, 

experience and personality fulfill the essential criteria set out in the person specification along 

with as many of the desirable criteria as possible. Please give specific examples from your 

previous work experience, education and/or other extra curricular activities. 

Your application must include full contact details for two referees. Please clearly indicate if you 

are happy for them to be contacted before any interview or not. 

There will be some short computer aptitude tests for short-listed candidates on the day of 

interview. 

Joe will be happy to have an initial informal chat with any interested candidates on +44 (0)1603 

518 404. 

DEADLINE FOR APPLICATIONS:  Monday 13th March  
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Job description 
 

Job function/purpose 

The three key functions of the post are to: 

● take responsibility for regular financial tasks including credit control, reconciling 

payments and receipts using Xero, making payments to suppliers and administering 

refunds  

● to take care of the working environment at St Giles House and make sure it is a safe, 

happy and efficiently run workplace for your colleagues and yourself 

● Provide admin support for a wide range of areas including the processing of reseller 

orders 

The position will suit someone with a minimum of 1 to 2 years experience of office and 

administration and possesses at least 3 A-levels or equivalent qualifications and experience. Full 

training in our systems and processes will be given to the successful candidate.  

Duties 

1. Finance Administration 

● Processing of sales invoices for the FXHOME’s resellers and other customers 

● Credit control of customer accounts and fully and accurately recording all receivables 

● Processing of all bills for payment by foreign wire transfer, BACS or other electronic 

payment and fully and accurately recording those payables 

● Accurately reconciling all bank accounts on our Xero accounting system 

● Authorising petty cash payments and sundry staff expenses 

● Online banking and depositing of customer cheques at branch 
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● Producing detailed reports on financial activity 

2. Office Administration 

● Fulfillment of reseller orders of software including boxed copies by international courier 

● Ensuring office and staff kitchen are fully stocked with stationery and refreshments and 

catering arrangements are made for bi-monthly staff breakfast and other staff events 

● Looking after collections for staff gifts. Arranging birthday cards 

● Making sure staff keep the office and kitchen environment clean and tidy, watering of 

plants, chasing up cleaning company to make sure standards are maintained 

● Act as main liaison for any office decoration or design requirements 

● Liaising with landlords and contractors to ensure any maintenance issues are addressed 

in a timely fashion 

● Fire warden and first aid duties (training will be provided). Annual fire safety and health 

& safety assessments and oversight throughout year 

● Office mail and courier goods items in and out 

● Maintaining online and hardcopy office filing systems 

● Answering telephone enquiries and transferring to relevant colleague 

● Coordinating and booking international travel for wider team 

● Personal assistance with ad-hoc tasks for the CEO and Chief Operations Officer from 

time to time 

3. General 

● To undertake any duties appropriate to the role of Office Coordinator as outlined by the 

Business Coordinator or Chief Operations Officer. 
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Person specification 
 

Criteria Essential Assessment* 

Education, 

Experience & 

Achievements 

● Three ‘A’ levels or equivalent 

qualifications/experience 

● Five GCSEs at Grades A-C (including 

mathematics and English) or equivalent 

● One - two years experience in an 

office/finance administration role 

A 

A 

 

A 

Skills & 

Knowledge 

● Ability to make/record financial transactions 

● Excellent IT skills including word processing 

and spreadsheet packages in MS Office 

● Strong level of numeracy 

● Strong written skills 

A/I/S 

A/I/S 

 

A/S 

A/S 

 

Personal 

Attributes 

● Positivity, enthusiasm and energy - in spades! 

● Effervescent sense of humour 

● Excellent interpersonal communications skills 

- tact, kindness and clarity 

● Ability to communicate with people at all 

levels  

A/I/R 

I 

A/I/R 

 

I/R 
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Special 

Circumstances 

● Flexible and proactive approach to work. 

Willingness to undertake additional hours at 

peak times 

I/R 

Criteria Desirable Assessment* 

Education, 

Experience & 

Achievements 

● Experience of prioritising a detailed and full 

workload in a methodical way - possibly using 

task management software (Todoist, 

Teamwork etc) 

● AAT qualification (or equivalent financial 

qualification) or commensurate work 

experience 

● Understanding of business financial processes 

including VAT 

● Experience of the Xero cloud accounting 

system or other accounting package  

● Interest in filmmaking and/or photography 

I 

 

 

A/I 

 

A/S 

 

A/I/S 

 

I 

Skills & 

Knowledge 

● Ability to think things through for yourself in a 

lateral fashion and come up with solutions 

● Experience of using cloud based systems such 

as Google Apps and Chat applications 

A/I/R 

 

A/I/S 

 

* Key: A - Application, I - Interview, S - Selection Test, R- Reference 

 

 
Copyright © 2016 FXHOME Ltd (UK) Page 6 of 7
 



 

 

Office Coordinator
Role Description

 

About us 
We set up FXHOME in 2001 with a clear goal - to fundamentally change the world of filmmaking 

for the better by giving everyone the opportunity to create amazing visual effects whatever 

their level. More than 15 years later, we produce the fastest growing VFX software product on 

the market and work with many major industry partners. 

HitFilm, our all-in-one VFX and editing software solution, has over 700,000 users worldwide 

and is growing at a rapid rate. From YouTube superstars and students to prosumers and 

freelancers, our customers remain at the heart of everything we do - which is perhaps why 97% 

would recommend HitFilm to a friend.  

We also produce PhotoKey, the world’s leading green screen photography software product. 

From Red Bull’s Formula 1 Night Series to Wimbledon, it is the event photography software of 

choice for thousands of photographers and continues to attract more customers every year. 

Our company culture is extremely important to us. Everyone in the team has a strong work ethic 

and has the ability to have fun at work whilst also remaining highly productive and using their 

own initiative. We arrange monthly staff social events, group cinema outings and annual team 

building events to bring everyone together and celebrate our successes. 

We have an exciting announcement planned for 2017 - there has never been a better time to 

join our team. 
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