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University of Lincoln –Careers & Employability

Vacancy form for graduate positions

Company Details * Required sections
	*Organisation Name:

	 Off The Bench Lincolnshire CIC

	*Address 1:

	Enterprise@Sparkhouse

	Address 2:

	U14

	Address 3:

	Lincoln

	*Town:

	Lincoln

	County

	Lincolnshire 

	*Postcode

	LN6 7DQ

	*Tel:

	01522 837293

	Organisation size (number of employees)
	16

	*Work Sector

(select from the list opposite – max 3)
	Charities and voluntary work 

Media
Hospitality, tourism and sport 



	*Contact Name:

	Pete Genders

	*Contact Title:

	Mr

	*Email:


	petegenders@otblincs.org.uk

	Website:

	 www.otblincs.org.uk

	*Brief Company Description:


	Off The Bench is a third sector organisation that works with young people aged 6-25 offering sports and positive activities, volunteering and qualifications to those from disadvantaged backgrounds, challenging backgrounds or young people excluded from main stream education.

We deliver a wide range of sports activities and youth activities ranging from football and Cricket to substance misuse and sexual health awareness.

 We also provide services to schools and alternative curriculum programmes to young offenders and young people excluded from mainstream education. And manage several buildings and youth facilities across Lincolnshire.

 2012 is set to be an outstanding year of growth for OTB and we have just taken possession of a Cinema complex in Lincoln which is set to re open after 15 years of being a derelict as well opening new branches of OTB in Nottingham City Centre, Retford, Yorkshire & Sheffield. 



	*Vacancy Title:


	Commercial Media Production Assistant

	*Vacancy Description:

	Reporting Line:
Marketing & Communications Manager, OTB Lincolnshire CIC
Job Title:

Media Production Assistant, OTB Lincolnshire CIC (2 month graduate internship and     

then 12 month fixed term contract if successful with internship) 
Job Purpose:
Due to ongoing expansion and opening of a radical new Lincoln City based cinema complex and community venue, OTB Lincolnshire are looking to develop two brand new roles and a media productions arm of the company. This is an exciting opportunity to get in at the start of this exciting project and help build the OTB Production brand.

 Initially the posts are to assist OTB Lincolnshire CIC in the development and production of promotional material, corporate videos, community films, regional and national event reporting.  Organising products to be shot and published on the OTB Lincolnshire CIC, RITZ Cinema site, arranging for products to be produced and screened, creating a schedule for them and uploading them to online archives and sites. You will have the opportunity to sub-edit, write and publish blog posts, features and reviews. You will have a strong command of language, a keen eye for detail, the ability to work under pressure and excellent organisational skills. 

Main Tasks and Responsibilities 

· Work with OTB Teams to identify and procure products to then be shot and edited 
· Produce and edit artistic community films for screening before cinematic and theatrical performances at RITZ Cinema
· Create and maintain working schedule for video production 
· Write the necessary text and sourcing the images necessary to publishing videos and 
accompanying stories on the site and other channels 
· Sub-edit and publish other stories (reviews, news, blogs, features) when needed 
· Film and report regional and national OTB events and tournaments
· Produce promotional films for OTB and partner sites


	Person Requirements:


	Person specification:

Experience (voluntary or paid)

Experience Required 

· Educated to degree level, or professional equivalent 
· Knowledge and understanding of new media 
· Experience in student and/or amateur media 
· Strong communication skills, organisation and time management 
· An eye for detail, a passion for accuracy and a feel for language 
· The ability to meet tight deadlines 
· An interest in technology and consumer electronics issues 
Competencies for Success 

· Written communications 
· Time management 
· Priority setting 
· Interpersonal savvy 
· Composure 
· Creativity 
· Perseverance 
· Action-oriented 
· Integrity and trust 
Skills

· Attention to detail

· Highly organised and efficient

· have skills in software programming and graphics

· have creativity and imagination

· be adaptable and able to pick up new techniques

· have good interpersonal and communication skills

· be able to work on their own or in a team

· be able to work to tight deadlines

· be thorough and precise in their work

· be able to multi-task

· be aware of international web standards and protocols

· be able to use their initiative.

Attributes 

· Proud of thorough administrative work

· Enjoy working in environments where one is encouraged to use own initiative

· Hard working and proactive
· Able to work under pressure and to deadlines

· Flexible

· Courteous

· Keen to develop within the role

· Empathic with the OTB’s aims and values

· Friendly and positive 
Interests

It is important to be interested in:

· keeping up to date with advances in computer technology and how this affects the business environment

· the internet

troubleshooting and problem solving.


	Degree discipline required:
	Media 

	Additional requirements
	THIS IS PART OF THE UNIVERSITY OF LINCOLN’S NEWLY QUALIFIED GRADUATE INTERNSHIP SCHEME. YOU MUST HAVE GRADUATED FROM LINCOLN UNIVERSITY IN 2009, 2010 OR 2011 TO BE ELIGIBLE TO APPLY.

	*Type of Work (please select from the list opposite - max 7)
	Administration

Advertising, marketing and PR 

Charity and voluntary work 
Creative arts and design 

Education 

Information technology 
Performing arts 

Media and broadcasting 



	*Salary:
	Negotiable Graduate Intern for 2 months then negotiable full time contract.

	*Location:

(please select from the list opposite)
	East Midlands 



	Additional Location details:
	Lincoln

	*How to apply?
	Please send cover letter and CV to petegenders@otblincs.org.uk

	Contract:

(please select from the list opposite)
	Permanent 



	*Vacancy Closing Date:
	31st Jan 2011


*Required fields

Once you have completed the form with your vacancy details, please email as an attachment to Lesley O’Donnell: lodonnell@lincoln.ac.uk 

If you have a part time or placement opportunity, please contact our Student Jobshop: jobshop@lincolnsu.com
