
Candidate brief for the position of
Team Administrator

(with Flexible Working)
Somerset House, Strand, London WC24 1LA
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About Factory 42

Factory 42’s mission is to change the way people experience 
entertainment.

Using our creative expertise, relationships and technology we 
will push the boundaries of storytelling and take consumers to 
new worlds of enhanced reality.

We are a group of producers, designers, writers, directors, 
engineers, artists, software developers, architects, academics 
and neuro-scientists that creates compelling, immersive 
stories and experiences.

We know that world class story telling – our core strength – is 
the single biggest thing that defines our success – no matter 
what technology is involved. We are building a team of the 
best technical and creative minds to take advantage of the 
coming disruption in the TV, film and games sectors to create 
a new genre.

Using interactive technologies we are developing a 
multi-sensory approach to narrative and will build unique 
experiences that engage people’s emotions and create 
presence and empathy.



Recognition for our work 



Our Culture

We make content and experiences of the highest possible quality while enjoying what we do because....well...life is 
short.

We are creatively ambitious and brave.

We work hard and deliver to the highest standards. A lot of what we are doing is difficult but we relish solving 
complicated problems and breaking new creative ground.

We work with the best possible people in their fields, play to our strengths and learn from each other because we are 
stronger that way.

We all muck in where required and are flexible.

We all take turns to make the tea and do the washing up.



Our Partners



Our Location

We are based in Somerset House, a former Royal Palace overlooking the 
River Thames and on the edge of Covent Garden.

Somerset House is home to the largest and most diverse collection of 
creative organisations, freelancers, artists, makers and thinkers in London. 

Our neighbours include the British Fashion Council, the Courtauld Institute 
of Art and an eclectic range of producers, developers, musicians, dancers, 
marketeers and artists.

Our first floor, high-ceiling and light-filled office overlooks the River 
Thames, South Bank and Houses of Parliament. Directly below is a river 
terrace which in summer hosts a tented bar and pizza restaurant.

We have access to bike racks, showers and a snooker room and all staff 
get a 10-20% discount in the various bars, cafes and restaurants on site.

At Christmas the main courtyard has an ice rink, while in Summer it hosts 
gigs and the Film4 season of outdoor film screenings. See video here

We support flexible working. During Covid we are working from home. 

https://www.youtube.com/watch?v=g_1qsrsabIA


The Role: Key Responsibilities 

Executive support:
• Manage diary/meetings, agendas/travel arrangements/etc. for CEO and other members of management team 
• Prepare presentations/proposals/meeting minutes as assigned.
• Facilitate product demos with external clients/stakeholders. Occasional organisation of team and client events.

HR support: 
• Existing staff:

• Create and update records and databases with personnel, financial, absence/holiday, benefits and other data. 
• Prepare monthly payroll for sign off - working closely with Management Accountant. 
• Freelance staff: Keep track of sales invoices record & contractor invoice pay run. 

• New staff/recruitment:
• Maintain talent database. Creating and updating job descriptions and managing the careers page on the company 

website. Oversee issuing of contracts. Onboarding of new starters.

Finance support: 
• Manage company credit card, raise and receipt Purchase Orders, run direct debits and annual costs tracker. 

Office Management: 
• Coordinate office activities and operations to secure efficiencies and adhere to company policies 
• Manage phone calls and correspondence (e-mail, letters, packages etc.)
• Primary interface with landlords Somerset House in terms of Office management and health and safety requirements, plus 

post rooms, cleaning contractors, maintenance and other tasks.



The Role: Knowledge, Skills & Experience

To be successful in this role, you should be well-organized, have great time management skills and be able to act without 
guidance.

ESSENTIAL

• Proven experience as one or more of an office/executive administrator, project manager, HR professional or other relevant 
role.

• Outstanding communication and interpersonal abilities.

• Excellent organizational and leadership skills.

• Familiarity with office management procedures and basic accounting principles.

• Excellent knowledge of MS Office and office management software (ERP etc.) and Google Drive.

DESIRABLE

• Excellent knowledge of Adobe Suite & PhotoShop.

• Educated to Degree level.


