
 

 

 
 

Assistant Talent Manager, Entertainment 
 
 
Based:  Central London 
 

Group Overview: A leading management and professional services company based out of the UK 
and US, YMU provides a portfolio of services to a wide range of clients consisting 
of leaders in entertainment, film, music, radio, television and sport, including 
athletes, authors, digital influencers, media rights holders, musicians, producers, 
TV personalities and voiceover artists. 

 

Job Purpose: To assist each respective talent management team with administration and support 
services to ensure that they fully utilise their time effectively. 

Key Responsibilities: 
 

 Running the logistics on the day to day diary for clients 

 Sending daily / weekly diaries to clients as and when needed  

 Handling charity / fan mail request and responding to basic invites  

 Staff travel and hotel bookings  

 Organising gifts to send to clients on the first night of their shows 

 Ordering Christmas presents and sending out birthday cards, etc, for clients  

 Compiling material for showreels and working with managers to compose them  

 Raising invoices using our internal system Paprika 

 Reading and understanding Client contracts  

 Occasional attendance at events/shoots with Talent 

 Liaising on the phone and via email with contracting parties (e.g. production 
companies / corporate booking agencies)  on all logistics and Client schedules  

 Responding to guest appearances 

 Ensuring all the non-digital client websites are up to date with pics sourced from 
press office, etc 

 Assisting reception when necessary, including distribution of post and deliveries, and 
answering calls on the overflow calls list  

 Dealing with any other ad hoc duties that might be required – for example arranging 
internal/external meetings 
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Person Specification: 
Essential Requirements 
 

 Experience within Media or the Entertainment Industry will be looked upon favourably 

 Across the board, discretion is of the utmost importance  

 Excellent organisation and administration skills 

 Previous experience providing assistant support in a similar role  

 Ability to communicate at all levels – both in written and verbal form 

 Proactive and forward thinking; able to use own initiative 

 Professional appearance and approach 

 Ability to deal with highly sensitive and confidential issues in a professional manner 

 Positive attitude with plenty of energy and enthusiasm 

 
 
 
 
 


