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Production Research Assistant

Contract: Fixed-term, 6 months

Hours: 3 days/ 21 hours per week (Tue, Wed & Thurs)

Location: The Portal Arts, Glasgow

Start: Tuesday 29 September 2026

Salary Scale: £10,650 pro-rata 6 months (FTE per annum = £35,500)

The Opportunity

The Portal Arts are looking for a Production Research Assistant to support the
development and delivery of media access-focused projects over the next six
months.

This is a practical, people-focused research and coordination role, working
across projects that explore inclusion, access, engagement and routes into the
screen sector.

You’ll work closely with The Portal Arts’ Creative Director, helping us identify
contributors and partners, coordinate research and meetings, engage with
productions and stakeholders, and gather the information and insight needed to
shape future film and media outputs.

The Role

You’ll support pre-production research and coordination, including work with the
screen sector, community partners and people with lived experience.

The role would suit someone who is curious, organised and confident
communicating with a wide range of people. You’ll be comfortable picking up the
phone, making connections, researching subjects and organisations, arranging
conversations and keeping clear records of what you find.

Key Responsibilities
You will:

« Research current and upcoming film and television productions in
Scotland.



»
: The portal arts

v L/
‘ ' connect .co-create

« Identify relevant production companies, departments, industry contacts
and potential partners.

« Contact Producers, Production Managers, Heads of Department, Training
Managers, Access Coordinators and other relevant stakeholders.

« Coordinate interviews, meetings, set visits, contributor conversations and
research activity.

« Research how productions and organisations are implementing access,
EDI and inclusive working practices.

« Support engagement with crew, freelancers, trainees, early-career
entrants and people with lived experience.

» Identify potential case studies, contributors and stories.

« Prepare concise research briefs and background notes to support
interviews, meetings and creative development.

« Record, organise and analyse research findings.

« Maintain accurate project records, contact lists and source information.

« Support preparation of reports, presentations, treatments and other
development materials.

o Assist with pre-production planning and coordination for future film and
media outputs.

Experience:

« Experience of production research or creative project coordination.

« Agood understanding of how productions and departments operate.
« Confidant approaching industry professionals.

o Excellentresearch, organisational and communication skills.

« Aninterestin EDI, accessibility and socially engaged media.

« The ability to listen well and capture people’s experiences sensitively.

Desirable:

« Existing relationships within Scotland’s film and television sector.

« Knowledge of production training and entry-level pathways.

« Anunderstanding of current screen-sector access initiatives and
resources.

« Experience of qualitative research, interviewing or developing case studies.
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« Experience supporting pre-production, contributor research or
factual/documentary development.

What You’ll Gain

You’ll work closely with a small creative team and gain experience across
production research, contributor engagement and access-led media. This is an
opportunity to contribute to work that explores how people access and
participate in the screen sector, while also supporting projects that use film and
media to capture lived experience and create meaningful social impact.

How to Apply

Please email: ‘Production Research Assistant Application’ to
info@theportalarts.com

« SendyourCV

o Acover letter detailing how your experience and skills match the person
specification and would make you the best candidate for the job, and why
you are interested in the role.

o Your availability over the next six months.

Timeline:

Application deadline: Monday 7th September at 5pm
Interviews: W/C 14th September, in Glasgow or online

Start date: Tuesday 29th September 2026
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