
 
 
Regional Screen Scotland 
 
Operations Assistant 
14-16 hours per week  
(depending on postholder’s circumstances, with the potential for extra hours) 
 
Salary: Equivalent of c. £19,000 fulltime, depending on skills and experience 
 
This is an opportunity to join a tight and focused team who are working together to 
enable as many people as possible to enjoy film and cinema experiences where they live. 
 
Regional Screen Scotland (RSS) is an agency set up to help communities enjoy high quality 
screen experiences. It does this in a variety of ways, including by owning, managing and 
running the Screen Machine, a state-of-the-art 80-seat digital cinema, which is unique in the 
UK in providing a regular service to rural communities across the Highlands and Islands, 
bringing new releases to over 40 different locations, from Barra to Orkney.  
 
Regional Screen Scotland is a charity registered with OSCR, and a Regular Funded client of 
Creative Scotland, and also receives funding and support from Highlands & Islands Enterprise. 
The Screen Machine receives additional support from Caledonian MacBrayne. Despite this 
generous funding, it is still essential that the Screen Machine meets box office income targets, 
and, of course, as a charity RSS must demonstrate value for money in all its operations.  
 
RSS is also a development agency, aiming to enable more people, in more places, to share 
great screen experiences, and so in June 2019 RSS being is launching a major new funding 
programme to address gaps in cinema provision across Scotland.  Over the next two years 
this programme has the following objectives: 
 

• Address geographic and demographic gaps in screen provision, especially in areas of 
high population density and/or multiple deprivation 

• Create sustainable film exhibitors with the necessary skills, confidence and 
knowledge to grow and develop 

• Use the learning from the project to inform wider national and regional strategies 
• Foster regional networks of mutual and coordinated support, to sustain a healthy 

local cinema sector supported by and feeding into the Film Hub Scotland national 
network 

• Ensure new operators are able to take part in new and existing Scotland-wide 
initiatives focused on Scottish film, strengthening connections between the exhibition 
and production sectors 
 



The current RSS team is small, with all staff (apart from the two Screen Machine Operators) 
working part-time.  RSS is therefore looking to appoint a new, part-time, member of the team 
to work with the rest of the RSS team to support the delivery of both the Screen Machine 
service and the development programme. 
 
Further information about RSS and the Screen Machine is available at 
www.regionalscreenscotland.org and www.screenmachine.co.uk . 
 
In addition, we aim to be able to offer administrative project support on a contracted basis 
for a number of key freelance professionals in the film sector with whom RSS has a close 
working relationship. This is likely to involve working additional paid hours for set periods of 
time, to be agreed in advance with the post-holder. 
 
Main activities of post (these are indicative—a work programme will be developed based 
on the postholder’s skills and experience) 
 

1. Screen Machine 
 
To ensure effective and efficient marketing and promotion of the Screen Machine service: 
 

• Design and distribution of posters, liaison with printers, administration of distribution 
lists 

• Administration of franking machine 
• Updating the Screen Machine touring schedule 
• Design and distribution of e-newsletters to our email list 
• Management and recording of customer feedback 
• Assisting with planning and delivering special Screen Machine events 

 
2. Development Programme 

 
RSS is currently developing a new database or CRM system as a means of publicly 
documenting all local cinema provision across Scotland, as well as areas where there is a lack 
of provision, and opportunities for development. The postholder will work with other team 
members to develop, populate and maintain this database. 
 

3. Support for independent freelance projects 
 

RSS wishes to provide administrative support for freelance individuals working in film curation 
and exhibition. These contracts will be agreed on a project by project basis, and based on the 
capacity of the postholder to take on and deliver the tasks involved, which are likely to include 
organising meetings, arranging workshops and events, and coordinating marketing and 
publicity. 
 
Reporting structure and Working Arrangements 
 
Your Line Manager for all employment-related and HR issues will be the Director of RSS, 
Robert, but on a daily basis you will work closely with the two office-based team members, 



Fiona and Angie, and on a regular basis with Robert and Harriet who will be delivering the 
development programme.  
 
You will be based in the RSS office, which is currently at 20 Forth Street, but in June will be 
relocating to a larger office next door, and some home-working will also be possible. Actual 
working hours will be agreed with the successful applicant, but are likely to involve at least 
four mornings per week in the office. 
 
Terms of contract 
 
The post will be offered at an hourly rate of between 14 and 16 hours per week, depending 
on the postholder’s circumstances.  However, flexible working will be required, depending on 
the needs of particular projects and Time Off In Lieu can then be taken for any additional 
hours worked. Especially in working to support external projects (and with the postholder’s 
agreement) additional hours worked will be added to the salary payment. 
 
The salary will be based, pro rata, on a fulltime salary c £19,000, depending on the 
postholder’s experience, and will be payable monthly in arrears. 
 
Leave entitlement is 23 days pa plus  10 public holidays, pro rata. 
 
The postholder will be able to opt in to RSS’s NEST pension scheme and will benefit from the 
company’s contribution, equivalent to 8% of salary.  
 
Person Specification 
 
You will have a love of cinema and of involving people in sharing the cinema experience. You 
will enjoy working as part of a small, flexible and close-knit team, and having to deal with 
both set, regular tasks, and unusual (and sometimes unexpected) challenges.  You will have 
a better than average knowledge of IT systems, and an orderly approach to managing data 
and carrying out routine tasks. You should have experience of working to deadlines, and 
have a flexible approach to changing priorities and requirements. 
 
Essential 
 

• Professional experience of working in an administrative role  
• Knowledge of the film exhibition sector in the UK 
• Ability to organise your time and work in an orderly manner 
• Good IT skills (eg Word, Excel, Powerpoint, InDesign, blogging and social media) 
• Good written and spoken communication skills 
• Proven ability to work as part as part of a team 
• Proven ability to work flexibly and balance competing priorities 

 
Desirable 
 

• Professional experience within the film exhibition sector in Scotland 
• Experience of operating databases or Contact Relationship Management systems 



• Experience of volunteering or other forms of community development work  
• Current Driving Licence 

 
Application 
 
To apply for this post please provide: 
 

• A letter which  
o explains your reasons for applying for this post 
o highlights your relevant experience for the requirements of the post 
o outlines the approach you would take to undertaking the post 
o provides the contact details for two referees (who will not be contacted unless 

you are shortlisted for interview) 
• An up to date CV of not more than two pages  

 
These should be emailed to: angie@regionalscreenscotland.org by 12.00 on Monday 29th 
April and will be acknowledged within 24 hours of receipt. 
 
It is intended that interviews will be held in Edinburgh in the week of 13th May. Short-listed 
candidates will be sent a copy of RSS’s current Business Plan.  
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