
 
PROGRAMMING ASSISTANT       
 
Introduction 
 
Saffron Walden Community Cinema Ltd was established in 2005 as a company and charity to set 
up and run a cinema in Saffron Walden. Saffron Screen opened to the public in May 2006. 
 
Saffron Screen is an independent community cinema screening a wide range of films and Event 
Cinema (live and as live broadcasts of operas, ballets, plays and concerts) and seeking through 
cinema to entertain, educate, create a shared experience and improve the quality of life for 
everyone in Saffron Walden and the surrounding area. 
 
Saffron Screen’s charitable objects are: 

 To advance the education of the public in the knowledge, understanding and appreciation 
of the arts, particularly the art of films and allied visual techniques; 

 To advance the education of pupils at Saffron Walden County High School by providing and 
assisting in the provision of facilities for the benefit and education of the school; 

 To promote for the benefit of the inhabitants of Saffron Walden and the surrounding area 
the provision of recreational and other leisure facilities in the interests of social welfare and 
with the object of improving their quality of life. 

 
Saffron Screen currently employs 19 part time staff and works with between 50 and 100 
volunteers. Some members of the Board perform executive roles on a pro bono basis. 
 
Saffron Screen celebrated its 10th birthday in 2016 with a summer of events. It is also currently 
exploring options to expand its operations over the next few years.  
 
Main purpose of role:  
To assist the Programming Manager with: 

 Selecting films and special events for screening at Saffron Screen 

 Preparing the bi-monthly cinema programme 

 Planning education events including workshops and Q&As. 

 Liaising with the rest of the management team and external providers and stakeholders in 
relation to the above.  

 
Key tasks 

1. Considering potential films and selecting and planning films to be screened at Saffron 
Screen, usually on a two monthly basis. 

2. Liaising with the Independent Cinema Office and the cinema’s management team in relation 
to film selection and booking. 

3. Liaising with distributors of Event Cinema in relation to selection of events and booking. 
4. Working with the rest of the management team in choosing and booking special events for 

the cinema. 
5. Preparing and managing the process of finalising the bi-monthly cinema programme. 
6. Liaising with the rest of the cinema’s management team in relation to marketing the films and 

special events in the programme. 
7. Finalising weekly film notes for Monday night films.  
8. Planning and organising, with the rest of the cinema’s management team, the programme of 

educational events including workshops and Q&As. 
9. Liaising with the rest of the cinema’s management team in relation to additional screenings 

including charity screenings and Pop-Up Saffron Screen.  



Skills required 

 A passion for and knowledge of film 

 Excellent communication and organisational skills 

 An ability to write clearly and succinctly 

 Ability to work under pressure  

 An eye for detail 

 Good Microsoft Office skills, e.g. Word, Excel and ability to work on websites 

 Knowledge of the cinema exhibition industry would be an advantage 
 
Full training will be provided. 
 
Working hours 

 10 hours per week (on average) 
 
Location 
This role will be split between 2 locations: 

 The office in Fairycroft House, Saffron Walden 

 Home 
 
Salary 
£9.50 per hour 
 
Application 
Please send your CV and a covering letter explaining why you would be suitable for this role to 
jobs@saffronscreen.com by 5pm on Sunday 4th June. 
 
If you would like to discuss this position further, please contact rebecca@saffronscreen.com 
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