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Core and options

No

Level of occupation

Level 3

Occupational maps data

Route: Creative and design

Pathway: Media, Broadcast and Production

Cluster: Media and broadcast assistant

Typical duration of apprenticeship

12 months

Resubmission

No

Would your proposed apprenticeship standard replace and existing
framework?

No

Does professional recognition exist for the occupation?

No

Regulated occupation

Is this a statutory regulated occupation?

No

Occupational summary

This occupation is found in the screen industries, primarily film and TV production, but also

within short form and commercial production. It can also be found in theatrical productions.

During production, the production accounting teams supports the production management

team, including line producers and production managers, to finalise budgets, create costs

reports for resources and oversee all payments, manage payroll, and provide daily or weekly

cost reports for those different stages of the creative process. The role requires an

understanding of the production workflow process, and the costs and different financial

processes associated with different types of productions.

The broad purpose of the occupation is to undertake accounting and administration tasks

under the direction of senior staff within production accounting departments, across the

specific needs and scale of the production lifecycle.



In their daily work, an employee in this occupation typically interacts with production

accountants, the wider production team and crew, other finance teams and external

suppliers.

An employee in this occupation will be responsible for assisting with accounts management

throughout production across one or more projects. This can include general bookkeeping,

maintaining records of invoices, payments, receipts and other transactions, and supporting

accounts services such as payroll, petty cash and purchase orders. They may also be

responsible for processing payments, using accounting software and filing.

Are there any statutory / regulatory or other typical entry
requirements?

No

Occupation duties



DUTY KSBS

Duty 1 Understand production documentation such

as production briefs and production schedules to

support cost-effective production and

postproduction processes.

K1 K2 K3 K4 K5

S1 S2

Duty 2 Support compliance with production-related

legislation and reporting.

K5 K6 K7 K8

S3 S4

B1

Duty 3 Support the set-up of production finance

policies and processes, ensuring accurate

expenditure projections related to production and

postproduction.

K9 K10 K11

S5 S6 S7 S8

Duty 4 Assist the review and reporting of above-the-

line (ATL) and below-the-line (BTL) costs relating to

the production lifecycle.

K12 K13 K14 K15 K16

S9 S10 S11 S12 S13 S14 S15

B2

Duty 5 Work with other departments to track and

process spend against budget and other financial

information.

K17 K18 K19 K20

S16 S17 S18 S19

B3 B4

Duty 6 Process and review expense payments,

resolving issues throughout the production lifecycle.

K21 K22 K23 K24 K25

S20 S21 S22 S23 S24 S25 S26 S27

Duty 7 Undertake continuous professional

development and keep up-to-date with industry

advances relevant to own role.

K26 K27 K28

S28 S29

B5

KSBs

Knowledge

K1: The requirements of each department on a production and how they interact with each

other.



K2: The role and responsibilities of a production accounts assistant and the impact this has

on the success of the production.

K3: How different production environments, formats and budgets affect the scale of

production and the structure of the departments.

K4: The production documents to be sourced and read for example the script, production

accounting manuals, production briefs, production schedules and memos.

K5: The value of production content and confidentiality to the business or organisation. Why

it is important to maintain data security, and the legal and regulatory requirements such as

copyright and intellectual property rights.

K6: Industry regulations, codes of practice, organisational policies, licences and legal

requirements that might affect a production including social media policy.

K7: Principles of data security and legislative requirements regarding data handling in a

financial and accounting context.

K8: The importance of environmental sustainability and departmental processes for working

on a production. For example, Albert Carbon Calculator for activities that contribute to the

monitoring and reduction of the carbon footprint.

K9: Specialist accounting software and applications used on productions.

K10: Basic tax principles and regulations, including VAT, Payroll Taxes, UK Film and TV

TaxRelief, International Withholding Tax, Foreign Entertainers Unit Tax (FEU) and HMRC Film

& TV Guidance Notes.

K11: Contracting and Right to Work legislation.

K12: Key aspects and industry terminology of each stage within end-to-end production

workflowsduring the production lifecycle.

K13: The difference between above- the-line (ATL) and below-the-line (BTL) costs and when

they occur.

K14: The difference between the costs and income charged to the balance sheet versus

thosecharged to the cost of the production.

K15: Sign-off, filing and data entry procedures as described either on the production’s

manual,accounts memo or company policy.

K16: How to identify discrepancies and who to report these to.

K17: Communication styles. How the type, format and frequency of communication can

impacton the success of a production.

K18: The needs of the creative team, such as technical, logistical or organisational

requirementsand be aware of the impact this can have on the production budget.



K19: Where to find the evidence to support ad hoc submissions, for example

productioninsurance claims, audit queries and requests from internal and external sources.

K20: Procedures for collecting, recording, organising and filing evidence.

K21: Approaches to identifying crew who will require a purchase card, associated limits,

those who will not and the arrangements that need to be put in place to address this.

K22: Types of expense claim forms for example petty cash forms, expense forms and

requests for these.

K23: The effect of department and production deadlines, including bank payments cuts off,

payroll day payments, bank holidays or special shooting days.

K24: How to process foreign expenses.

K25: VAT principles and their application to payments.

K26: Approaches to maintaining up-to-date knowledge of existing and evolving production

tools, technology and trends and managing and marketing own skills and services.

K27: The employment structure and opportunities of the sector, how freelance and

employed roles work across industry, the responsibilities these working profiles entail and

the importance of self-promotion.

K28: Methods and approaches to recording skills and professional development.

Skills

S1: Clarify your role, the outcomes and standards you are expected to work to at the start of

production.

S2: Maintain the confidentiality of production information, access permissions and storage.

S3: Keep confidential information secure and do not disclose it to unauthorised people.

S4: Contribute to the monitoring and compliance for the production relating to legal,

regulatory, organisational and industry codes of practice.

S5: Request access to the various accounting software and applications for the production.

S6: Assist with the raising and collation of contracting and Right to Work documentation.

S7: Assist with the recording of production expenditure.

S8: Add or edit suppliers information as advised by head of department.

S9: Check suppliers’ payments, invoices and reconciliations against purchase orders (PO).

S10: Confirm that expenditure is allocated to the correct cost code.

S11: Identify and deduct available balances on purchase orders (PO).

S12: Maintain communications with suppliers regarding accounts.



S13: Ensure payments are authorised in line with the production’s sign-off policy.

S14: Maintain filing and data entry records.

S15: Identify discrepancies and either resolve them, or refer to the appropriate person if

outside your own authority.

S16: Prioritise work to ensure that tasks are completed on schedule.

S17: Build relationships with partners on productions such as suppliers, cast and crew.

S18: Liaise with other departments, acting as a point of contact for the accounting team on

theproduction.

S19: Work within the production or organisations policies, regulations, procedures, and

timescales relating to accounts, adapting to operational changes as they occur and managing

crew expectations.

S20: Analyse and record expense forms, petty cash forms, receipts or invoices and code

accordingly.

S21: Deal with repayment of crew expenses and topping up purchase cards.

S22: Deal with lost receipts or money.

S23: Process foreign receipts in a manner that minimises cost of transactions.

S24: Record transactions, allocating to the correct expenditure code and department,

communicating balances to the crew and heads of department.

S25: Apply VAT input principles as per HMRC processes and follow internal protocols.

S26: Maintain approved level of cards and floats, checking daily floats, requests and

reconciliations that may be received.

S27: Report any significant variations in spending in line with production policy.

S28: Keep up to date with production tools, standards, trends and emerging technologies

and their use and impact across the sector.

S29: Develop networks with contacts and promote and market own skills and services.

Behaviours

B1: Maintain commercial confidentiality and professional practice at all times.

B2: Has a strong work ethic and commitment to achieving high standards,

maintainingaccuracy and consistency with attention to detail at all times.

B3: Work on own initiative, be proactive and inquisitive. Takes ownership of work and if

errors are made, take personal responsibility to manage them.



B4: Act in a professional and ethical manner, in line with accepted production etiquette,

embracing equality, diversity and inclusion in the workplace.

B5: Takes the initiative and responsibility for own learning and development, working with

and learning from peers.

Qualifications

English and maths

English and maths qualifications must be completed in line with the apprenticeship funding

rules.

Does the apprenticeship need to include any mandated qualifications
in addition to the above-mentioned English and maths qualifications?

No

Consultation

Progression routes

Creative industries production manager (L7)

Supporting uploads

Mandatory qualification uploads

Mandated degree evidence uploads

Professional body confirmation uploads

Subject sector area

9.3 Media and communication

https://www.gov.uk/guidance/apprenticeship-funding-rules
https://www.gov.uk/guidance/apprenticeship-funding-rules

