
 
 

 

Video Producer 
 

Job Description and Responsibilities 
 

 

Reports to: Head of Communications 

Direct Reports: None 

Location of Role: Guildford 

Hours Full Time 

Salary £26,000 - £28,000 

 

Purpose of Role: 
The role of Video Producer will primarily be responsible for shooting and editing high-

quality video films to promote the charitable work of Cycling UK, reflecting our brand, 

mission and goals. You will be responsible for storyboarding, shooting footage, editing, 

managing creative assets and maintaining video equipment. 

 

Scope of Role: 
This role requires you to contribute towards the conception and planning of films, working 

with the campaigns, development, training, marketing, fundraising and volunteering 

teams as necessary. This will involve mainly working from our Guildford headquarters, but 

will also include regular travel around the UK.   

 

This demanding and varied role requires a committed and responsible person with excellent 

communication skills, who has the ability to multi-task and prioritise work. 

 

Specific Duties and responsibilities: 
1. To work closely with  the Head of Communications and wider Communications 

team to shoot and edit video recordings to a high standard, producing material 

for campaigns, development, marketing, fundraising and volunteering teams for 

use on our website, social media and to share with news broadcasters. 

2. To use a variety of software listed (but not limited to) below: 

- Adobe Premier Pro 

- Adobe After Effects 

- Final Cut Pro 

3. To produce broadcast quality production films and adverts promoting the aims, 

ambitions and successes of Cycling UK. 

4. To have knowledge and understanding to set up lighting, studio sets and edit fast 

turnaround short films. 

5. To film indoor and outdoor, and conduct interview based filming. 

6. To set up and operate various production equipment including cameras, audio, video 

recorders, lighting equipment and microphones for location and studio production. 

7. To work closely with the Head of Communications, the Communications Department, 

the Campaigns Department, the Marketing and Fundraising Department, the 

Development Department, the Training Department and the Volunteering 

Department to deliver creative and original ideas and write high quality scripts. 
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8. Assist in developing interview questions and storyboards. 

9. Use Photoshop skills to retouch, create cut-outs, resize and save stills in the correct 

formats. 

10. To determine the necessary video camera equipment and associated 

accessories required and obtain equipment if necessary. 

11. Accurately archive video assets and determining naming conventions and file 

size/type for future use. 

12. To undertake other related tasks such as Cycling UK’s participation in 

exhibitions, shows and rallies. Also the identification and management of 

opportunities for Cycling UK to benefit from event-related PR ‘stunts’ and, where 

appropriate, displays.     

13. Able to transport, setup, and operate equipment; and staging, set preparation, 

and dressing. 

14. Taking part in or initiating project and team meetings as required.   

15. Produce management information, monthly reports and progress updates as 

required and any other duties as may be specified by line managers and/or by 

the CEO or SMT for time to time. 

16. Collecting B-roll footage as well as interviewing appropriate staff and/or clients. 

17. Assist the Social Media Officer sharing video content. 

18. Find interview subjects, create graphics and present final films to managers. 

19. Staying up to date with latest technology and advancements in the field, for 

example Virtual Reality and Augmented Reality. 

20. To follow and abide by Cycling UK policies and procedures as detailed in the 

Staff Manual at all times including Health and Safety, Equal Opportunities and 

Confidentially. 

21. To act as an ambassador for Cycling UK at all times. 

22. Weekend and out of hours work that maybe necessary from time to time. 

 

This is a description of the job as it is presently constituted. It is the practice of Cycling 

UK to examine job descriptions from time to time and to update them to ensure they 

relate to the job as then being performed, or to incorporate whatever changes are 

being proposed.  This will be conducted in consultation with you. It is our aim to reach 

agreement on changes, but if agreement is not possible, Cycling UK reserves the right 

to insist on changes to your job description, after consultation with you. 

 

 

 

Job Holder: ……………………………………………   Date: ………………………….. 

 

Line Manager: ………………………………………..   Date: ………………………….. 

 

Personnel Manager: …………………………………  Date: ………………………….. 
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Video Producer 
 

Person Specification 

CYCLING UK is fully committed to the principles of equality of opportunity and is responsible for 

ensuring that no job applicant, trustee, employee, volunteer or member receives less favourable 

treatment on the grounds of age, gender, disability, race, ethnic origin, nationality, colour, parental 

or marital status, pregnancy, religious belief, class or social background, sexuality or political belief.  

Req Essential Desirable 
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Two A levels and/or relevant NVQ’s 

 

 

Educated to a degree level in 

Film/Video Production, 

Communications, Journalism, 

Television Production, Media Arts or 

related area or equivalent 

experience in similar role 
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Proficient with video editing software (Adobe Premiere 

Pro or Final Cut Pro preferred). 

 

Experience with Adobe After Effects or Motion.  

 

Proven experience in working with a team with a mindset 

to develop the best video content. 

 

Proficient at storyboarding, scripting and concepting.  

 

Great communication skills and able to make people feel 

comfortable when interviewing. 

 

Knowledge of formats required for different social media 

channels. 

Professional experience in radio, 

television, film, sound or new 

media in a corporate environment 

 

Experience with Adobe Photoshop 

and Adobe Illustrator 

 

Photographic skills 

 

Knowledge of cycling sector 

structure and organisations 
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Expertise in conception of engaging video content. 

 

Ability to storyboard highly engaging and memorable 

video content.  

 

Innovative and creative approach to video filming and 

ability to manage visual assets. 

 

Excellent communication and interpersonal skills. 

 

Ability to learn new skills and determine on-going 

learning opportunities for film techniques. 

 

Knowledge of correct use of audio including using 

microphones 

 

Competent and energetic interviewer with the ability to 

put guests at ease and excite people to appear on 

camera. 

 

Experience and knowledge of using 

lighting appropriately  
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Req Essential Desirable 
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Highly organised with attention to detail. 

 

A team player with strong communication skills. 

 

Ability to work under pressure and to tight deadlines. 

 

Proactive and positive approach to working. 

 

Have an open mind about video production with the 

ability to make the charity’s video strategy a reality. 

 

Deals well with constructive criticism and able to collect 

feedback easily. 

 

Aptitude for making quick, quality decisions. 

 

Remains calm under pressure. 

 

Self-starter comfortable working on their own. 

Able to inspire staff, volunteers and 

others 

 

Sense of humour 

O
th

e
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Flexible in terms of travel and working hours including 

weekend and evening work. 

 

Supporter of the aims and objectives of Cycling UK. 

Cyclist, member of other activity 

organisations. 

 

 

 

Job Holder: ……………………………………………   Date: ………………………….. 

 

Line Manager: ………………………………………..   Date: ………………………….. 

 

Personnel Manager: …………………………………   Date: ………………………….. 


