
 

 
 
 

Public Programme Producer  
Job description and person specification  
 
Accountable to: Public Programme Manager  

Responsible for: No direct reports  

Location: 21 Albemarle Street, London W1S 4BS  

Contract type: Permanent, full time 

Expected start date: As soon as possible 

Salary: Ri Band 2/3, Points 12-16 (c. £23,496 depending on experience) 

 

The Ri is the world’s first science communication organisation and that tradition is 

continued to this day, with a vibrant programme of talks, debates, panel discussions and 

short courses.  

 

The Ri’s lecture theatre has hosted the most famous names in the history of science; the 

likes of Faraday, Davy, Curie and Dewar have all spoken here. In more recent times, we 

have seen presentations from Brian Cox, Daniel Kahneman, Stephen Pinker and Michio 

Kaku, as well as non-scientists such as Terry Pratchett and Camila Batmangheldjh. 

 

The public programme continues to grow in popularity. In 2012 we hosted 87 public 

events with a total audience of nearly 17,000. 95% of attendees either agreed, or 

strongly agreed, that the event they attended was enjoyable. 

 

The Ri launched a new video streaming website in 2011, the Ri Channel, with the aim of 

becoming the UK's premier online destination for scientific knowledge, inspiring a range 

of audiences with ideas and discoveries from the frontiers of science. By August 2013, Ri 

Channel videos had been watched by over 3 million people. 

 

More information can be found at www.rigb.org and www.richannel.org.  

 

 

Job purpose  

 

The Royal Institution runs a year round programme of science events for the public. The 

Public Programme Producer will assist with developing innovative events, which are 

fascinating, entertaining and scientific, and which also fill our famous theatre. The Public 

Programme Producer will also work with the Ri Channel team to create compelling ideas 

for online video content, based on the Ri’s events programme. 

 

The Public Programme Producer will also be responsible for managing the logistics of 

events and therefore must have strong organisational, communication, administration 

and IT skills. 

 

This role would suit a creative individual with at least two years relevant experience. 

 

To apply for this position, please send a CV and covering letter to Kathryn 

Hageman at khageman@ri.ac.uk by 16 October 2013.  

http://www.richannel.org/


Job description  
 

 Liaising with speakers, sponsors and partners to develop content, ensure the 

successful delivery of events, maximising audience attendance and online 

audience engagement. 

 Devising and developing event ideas for the programme, including events suitable 

for filming for the Ri Channel. 

 Managing events on the night; running ticket desk, managing speakers, stewards 

and assisting the AV technician. 

 Liaising with event speakers and the Ri’s digital team to organise additional 

content filming for the Ri Channel. 

 Assist with marketing the events programme. 

 To act as the first point of contact for the public programme, taking enquiries and 

bookings via multiple communication channels, providing a high level of customer 
service, and updating the database accordingly. 

 Coordinate and manage a network of Family Fun Day volunteers. 

 Liaising with the Development and Membership departments to assist in the 

provision of a quality service to Ri Members and supporters. 

 Assist with the evaluation of the Public Programme. 

 Provide administrative support to the Public Programme Manager.  

 Must be available to work evenings and weekends. 

 Assist in other relevant areas as required. 

 

 

 

Person specification 

 

Skills, experience, 

knowledge 

Essential (E) 

Desirable (D) 

Demonstrated at 

Application (A) 

Interview (I) 

Selection Test (T) 

Interest in science  E A/I 

2 years experience in 

science communication 

E A 

Experience of the planning 

and delivery of live events / 

broadcast / new media. 

D A 

Excellent written and oral 

communication skills 

E A/T 

Thorough working 

knowledge of Microsoft 

Office (particularly Outlook, 

Word, Excel and 

PowerPoint) 

E T 

Excellent telephone manner 

and able to communicate to 

a range of audiences 

E I/T 

Ability to analyse data and 

produce reports 

E A 

Experience in coordinating 

volunteers  

D A 

Experience of coordinating 

social media campaigns 

around event promotion 

D A 



and live coverage 

   

Qualifications   

Educated to Degree Level or 

equivalent qualification or 

experience 

E A 

   

Personal attributes   

Interest in culture, current 

affairs and the wider world 

E I 

Absolute attention to detail E A 

Excellent organisation and 

time management skills 

E I 

Ability to work on your own 

initiative or as part of a 

team 

E I 

A friendly and professional 

manner when dealing with 

the general public 

E I 

Willingness to learn new 

skills 

D A/I 

 


