
 

Media and Film Intern  

APPLICATION PACK 



 

20th August 2026, subject to successful pre-employment 
checks including a DBS check or a check against the DBS 
Update Service if registered. 
 

 Minimum of 22.5 hours, up to full time. (38 weeks per year) 
Temporary until 9th July 2027 

 

Point 3 on the NJC Support Staff Scale (£24,759 FTE, £12,674 
actual salary based on 22.5 hours)  

 

Local Government Pension Scheme 
 

 

NJC Terms and Conditions for Support Staff in Sixth Form 
Colleges 
 

 

Midday, Monday 13th July 2026.  

Please note that the advert may close early if we receive a high 
number of applications. 

 

 Are expected to be held as soon as possible following the 
closing date. 

 



Media & Film Intern 

 

The Curriculum Leader for Media 

 

The postholder will provide practical, technical and organisational support for 
Media and Film teaching, ensuring students and staff are able to use specialist 
equipment, software and production spaces safely and effectively. The role 
supports high-quality learning by preparing resources, maintaining studios and 
equipment, administering booking systems, and assisting with practical work, 
extra-curricular projects and College events. Where relevant, the post may also 
incorporate one day per week supporting Systems Development and Report 
Writing, subject to the candidate’s SQL and SSRS knowledge. 
 

 

Duties and Responsibilities:  

 

• Assist/Facilitate students during practical and film work; set out materials 
and troubleshoot any issues with equipment and software such as Adobe 
Premier  

• Support staff in lessons when production work is being undertaken  

• Demonstrate equipment and software to students when required in 
lessons  

• Ensure teaching rooms and radio studio, and other related areas, are kept 
tidy with materials and equipment stored  

• Administer a booking out system for all audio and audio-visual resources, 
and for the radio studio  

• Encourage all users to work safely in these areas, ensure Health and Safety 
regulations are adhered to and maintain security of these areas if 
necessary  

• Ordering of goods and materials where authorised within the faculty budget  

• Assist in the update of all equipment and complete a stock-take annually  

• Assist in the maintenance and improvement of resources, including 
classroom, photocopying and ‘how to’ guides  

• Assist staff with extra-curricular media production work  

• Assist staff with preparation for open evenings and Welcome Days  

 

 



 

 

OTHER: 

 

• To carry out all other duties that are in accordance with the purpose and 
grade of the post as may be reasonably required by the Business and 
Operations Manager  

• Support for cross College events where necessary  
• Possibility to combine this post with 1 day requirement for Systems 

Developer & Report Writer should successful candidate have relevant SQL 
& SSRS experience/knowledge.  

 



 

 

 

 

 

Key: A = Application, I = Interview, R = References, C = Certificates 

 

 

  

 Essential Desirable   Identified by 

 Relevant Experience: 

1. Experience of Adobe Photoshop and Premier  ✓  A 

2. Experience of Quark   ✓ A 

3. Experience of Radio Broadcasting   ✓ A 

4. Experience of creating and producing media products  ✓  A 

5. SQL, SSRS Reports / Power BI Reporting skills   ✓ A 

6. Microsoft Visual Studio and Report Builder skills   ✓ A 

           Education and Training: 

7. Good standard of education  ✓  A, C 

8. Qualifications in Media/Film  ✓  A, C 

9. First Aid Qualification   ✓ A 

 Knowledge and Abilities: 

10. Ability to assist in the demonstration of the use of standard 
equipment to small groups of students  

✓  A, I 

11. Ability to assist in the demonstration of the basics of software 
packages  

✓  A, I 

 12. Ability to work to deadlines and to prioritise tasks  ✓  A, I 

13. Ability to troubleshoot technical problems  ✓  A, I 

14. Good organisational, administrative and presentation skills  ✓  A, I 

15. Proven record in report writing and querying data using SQL, 
SSRS, Microsoft Visual Studio and Report Writer 

 ✓ A, I 

 Personal Qualities: 

16. Excellent communication skills  ✓  I 

17. Enthusiasm  ✓  I 

18. Flexible approach to work  ✓  I 

19. Ability to work with colleagues at a variety of levels including other 
technical support colleagues  

✓  A, I, R 

20. Ability to work independently or as part of a team  ✓  I 

21. Be responsible (for media equipment in the Curriculum Area)  ✓  I 

Safeguarding: 

Suitable to work with children and young adults and/or vulnerable 
adults 

✓  

DBS Certificate 
Willingness to apply for an Enhanced Disclosure and Barring Service 
check or to have a check undertaken against an existing DBS Certificate 
if registered for the DBS Update Service. 
 

✓  

PERSON SPECIFICATION 
Media & Film Intern  



 



  





 



 



 



 


