J Ac K WATS o N BASED IN MANCHESTER & GLASGOW

PRODUCTION FINANCE ASSISTANT

PROFILE

| am a capable and diligent individual who has recently begun a career as a Production Finance Assistant in the film
and television industry. Last year, | was 1 of 6 trainees, across the UK, selected to be part of ITV's newly established
Production Finance Assistant Traineeship, gaining invaluable experience on some of the country’s most beloved
shows. To complement this, | undertook an NFTS diploma course focussing on production accounting for feature films
and HETV. My prior employment and experience have also provided me with strong organisational and communicative
skills which | believe to be highly transferable to the role of Production Finance Assistant.

INDUSTRY EMPLOYMENT
Coronation Street - ITV Studios October - December 2023, April 2024 - Present

«Approving expenses and purchase orders, on Oracle Fusion, and settling expense & purchase order queries
throughout production

«Approving contributors’ expenses on Talpay, an ITV internal system
*Responsible for regularly updating the production costbook for non-committed, committed and actual costs
«Organising data for the processing of the annual Albert report

*Responsible for weekly cast clearing & recording hours worked by the main cast, and recording finals hours, for
filming times and by location, for the whole of 2023

«Organising data for crew overtime hours and logging freelance crew days & rates

«Overseeing the money float, withdrawing funds when required and recording this, often being required in studio and
on location

The Voice UK & University Challenge, Lifted Entertainment - ITV Studios January - April 2024

*Responsible for the tracking of Outstanding Credit Card Transactions for all of Lifted Entertainment, creating a Google
Script-based code to carry out this task more efficiently

«Creating expense reports and clearing receipts on behalf of Lifted staff and crew
*Regional reporting for production, adhering to Ofcom guidelines

«Setting up contestant payment details and processing expense requests on Talpay, as well as setting up payments for
one-time suppliers on Oracle Fusion

*Runner experience in dockl10 Studios, across both shows

Drama - Missing You - Quay Street Productions, ITV Studios March - April 2024

«Cashier: Handling Equals card claims and reconciliations, filing on Eclipse software and producing reports for
production accountant

«Accounts Payable: Matching purchase orders to invoices, saving supplier and invoice details to Eclipse

OTHER EMPLOYMENT
Head Ski Instructor - Bearsden Ski Club - Scotland, Italy & Japan 2016 - 2023

«Working with a range of clients from all age groups, building relationships to retain business

«Monitoring the performance of other staff to ensure skill progression

Bar Staff & Lodge Attendant - Whiteroom Tours, Hokkaido, Japan 2022 - 2023

*Managing product supply during peak service times and working closely with colleagues to maximise customer
experience



mailto:donna.ferris@itv.com
mailto:neiljohncairns@hotmail.co.uk

	Production Finance Assistant
	Profile
	INDUSTRY EMPLOYMENT

