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 WE ARE ON THE LOOK OUT FOR A 
PRODUCTION COORDINATOR 

PRODUCTION COORDINATOR 
£23,000 neg + benefits

This role represents an ideal opportunity to bring your enthusiasm, commitment and desire to always do better in a 
creative and strongly business focused environment underpinned by its ISO 9001:2000 certification. As Production 
Coordinator, you will be involved in the production of films, books and brochures, exhibition stands, websites and 
other digital media, often incorporating foreign languages.  

The communication solutions we create address areas including environment, health & safety, investor relations, 
recruitment, skills development, business strategy, knowledge transfer, marketing and corporate responsibility for B2B 
clients, large and small, mainly in the world of science, technology, energy, heavy industry and climate change.

Knowing exactly what must be done to progress and complete our projects successfully, you will assist the Project 
Managers in executing every task in line with our Quality process. You will work behind the scenes within the 
parameters of a brief to ensure that every project runs smoothly and you will be the point of contact, next to the 
Project Managers, for freelancers and suppliers, including writers, designers, printers, film directors and editors.

This role requires five years proven and successful experience in a fast moving and demanding working environment. 
Almost certainly a graduate, you are highly organised and precise, skilled at multi-tasking and prioritising. A fast 
learner, you absorb and retain information quickly, you thrive under pressure, working calmly and efficiently. You will 
need advanced IT skills, 60wpm and, ideally, you will be based within 20 miles of Abingdon.

A strong team player, knowing the boundaries and always sticking to the agency core process system. You are 
positive, bright and resourceful, with a joie de vivre that is balanced by a highly professional attitude.

PLEASE APPLY WITH A HANDWRITTEN LETTER EXPRESSING YOUR REASONS FOR INTEREST AND 
SALARY EXPECTATIONS TO MARTINE BENOIT, MANAGING DIRECTOR
ON COMMUNICATION, THE MEDIA LAB, 5 EAST ST HELEN STREET, ABINGDON, OXFORD OX14 5EG

Join our dynamic team in bright contemporary offices in the heart of Abingdon, near Oxford - 
with a central London base.  ON Communication is a specialist media agency that assists 
corporate clients with both internal and external communications. Our approach combines 
audience insight, strategic planning and creative ideas with practical no-fuss implementation. 
The result is effective communication delivered across all media... and we do whatever it 
takes to serve our clients to the highest possible standards, all of us focusing on delivering 
success for our clients.


