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UK Animation Script Coordinator 
London, UK Based 
  
The Animation Script Coordinator role 
  
  
In close liaison with the UK production Team and your US counterpart you will be 
responsible for the day to day managing of the scripts for the production team. Once 
the US Script Coordinator has created and input the data extrapolated from the final 
scripts in Final Draft. You will cross reference the data inputted and make revisions 
accordingly. You will ensure that the nomenclature for all assets are maintained 
consistently throughout the scripts and will rename and assets/character/location data 
etc. to make certain assets have the same name throughout all scripting. You will 
feedback to the US coordinator any changes made to the script at the later animation 
stages e.g. layout are fed back into the scripts and back to the US coordinator for 
onward feedback to the US writing team and Script Editor.  
 
You will be a highly organized individual who understands the production process and 
constraints of creating a world within a CG animated environment. You will have 
experience and an understanding of the needs of production and how the writers need 
to be informed of asset, location and prop allocation. Your attention to detail will be 
second to none. 
 
You will keep up to date with all writers’ material and script editors notes and update 
the bible text accordingly once scripts are finally delivered.  You will keep a record per 
episode of all changes made and update the latest version of the script in Final Draft 
accordingly. 
 
You will oversee the input of the data from Final Draft scripts into Shotgun for onward 
production once cross checking has been completed. 
 
You will create bible assets including character bios, episode synopsis, story arc and 
series synopsis for final approval from the Script Editor and Creative Director or 
allocated line manager. You will be responsible for creating and tracking the submission 
log for the script writing elements submission to Netflix. You will keep your US 
counterpart updated at all times. 
  



You will liaise closely with the US Script Coordinator to ensure that the data from the 
scripts is completely up to date with any amendment made by the director and/or 
production team for example, if a location is unique in the script but is later changed to 
a re-use of existing location, it will be your responsibility to make sure that the writing 
team are aware of these revisions and will track the change for later scripts. 
  
You also will be responsible for creating and updating Recording Scripts and Post 
Production Scripts. Although you will not be expected to attend voice recording you will 
work closely with the Producer/Head of Story to create and keep up to date a Script 
Tracker and list of pickups for voice recordings.  
  

Duties and Responsibilities 

  
1. Collating feedback from the Story Editor, production team, Director and Head of 

Story and feedback to the Writing Team and US Script Coordinator in a time 
sensitive manner. 
  

2. Cross check the input of assets, character, location and prop information from 
the US script coordinator as well as other inputted data into Shotgun or XL or 
other data management system. Review and where applicable update the log of 
designs and providing a script copy marked up to show new designs, or 
design/build/FX considerations.  

  
3. Tracking and collating received all feedback notes on premises, outlines and 

scripts from KidsCave and Netflix and production team to feed back to US 
coordinator for the Production Team and Directors. 

  
4. Creating and owning the Script Submission Log and feedback log to and from the 

US Studio and KidsCave Studios. 
  

5. Ensuring the US Coordinator is up to date with changes made during production 
and make sure that all scripts are revised to reflect production changes made 
after Final Polish from writers and re-delivered to all concerned parties. 

  
6. Track and provide cast list with line counts for every script draft to other 

Production Staff. 
  

7. Generate scripts for recording sessions (record drafts) from Polished versions 
and conform scripts to edited dialogue, locked animatic, and locked picture. 

  
8. Attend production meetings and provide departmental updates. 

  
9. Track pickup lines and catalogues premises, outlines and script submissions. 

  
10. Flags potential writing issues to Line Producer and/or Production Manager. 



  
11. Stays abreast of notes meetings and regularly elevates information appropriately 

to Line Producer and/or Production Manager. Ensuring that notes are received in 
a timely manner. 

  
12. Working knowledge of Final Draft, Microsoft Word, and Excel essential. 

Knowledge of Shotgun is an advantage. 

About You 

● You will be a highly organised and efficient individual who is unafraid of working 

to tight deadlines and can think and react quickly in a fast paced and often 

pressurized environment. 

● You will have a minimum of 2 years CG experience of script co-ordinating on 

animated series. 

● Strong verbal and written communication skills with solid interpersonal skills. 

● Excellent organisational skills with attention to detail that is second to none. You 

will be able to prioritize and organise effectively and within a mutli-tasking 

environment. 

● Strong computer skills with Final Draft, G-suite, Word and Excel. 

● Available for early morning meeting to accommodate the UK Production Team 

About Us 

● 8-9 month Full Time Fixed Term Contract - negotiable 

● Normal working hours 9am - 6pm 

● Based in Central London 

● Starting March/April 2020  

● Salary competitive based on experience. 

How to apply 

Please email your CV/Resume in the first instance to info@kidscave.com putting UK 

Script Coordinator in the subject. 

KidsCave  is committed to providing a fair and equitable work environment and 

encourages applications from qualified women, men and minorities.  

Internal candidates must meet eligibility requirements before they can apply for an 

internal position at KidsCave, which includes being in their current role for at least 12 

months. They must also indicate they are internal in the subject line.  

mailto:info@kidscave.com

