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JOB SPECIFICATION
JOB TITLE:
Production Assistant 
OBJECTIVE:


To assist the Production Coordinator and Translation Manager in ensuring the timely and accurate delivery of all transcripts, post production scripts, and translations to client.
KEY TASKS: 
1. Answering the telephone and dealing with calls as appropriate.
2. Providing tailored quotes that best suit the client’s needs, in a professional and helpful manner.
3. Taking bookings from clients and accurately inputting all info into our Access database.
4. Continuous monitoring of individual job deadlines to ensure these are met within good time, and forward planning to chase typists if deadline delivery may be in jeopardy.
5. Approving transcripts & translations, having checked they meet our client’s requirements as stipulated on their booking forms.
6. Respond to client queries regarding ongoing jobs and ETA’s in a professional and helpful manner.
7. Deal with in-bound queries from typists & translators about jobs.

8. Ensure job specific reference material is forwarded to the Production Coordinator ahead of the assigning process.
9. Prepare job costings and assist with invoice queries.
10. Assist the Production Coordinator with scheduling and assigning work.
11. Assist the Translation Manager in matching a relevant skilled translator to each translation booking.
12. Deal with potential complaints, forwarding to Operations Manager where necessary.
13. Assist the Operations Manager with Production based tasks.

14. Assist with office administrative tasks.
REQUIRED SKILL SET:

1. Excellent telephone manner.
2. Proven customer service skills.
3. Excellent organisational skills. 

4. Ability to think quickly, multi-task and keep calm under pressure.
5. Self motivation and proven ability to work on own initiative.
6. Excellent IT skills including ability to learn new software / programmes quickly; proficiency in Word & Outlook;  and experience of Access and Excel preferred.
7. A basic understanding of broadcast and/or digital video/ftp technology.
8. Flexible team player.
REPORTS TO:


Operations Manager
JOB LOCATION:
Take 1 Transcription Head Office: Crane Chambers, 58 High Street, Cranbrook, Kent, TN17 3DL
Take 1 Script Services Ltd,  Head Office – Crane Chambers, 58 High Street, Cranbrook Kent TN17 3DL
- Tel 01580 720923 Fax 01580 714311
Registered in England & Wales. 4078689

