
NOW HIRING: Entertainment and Media Project Coordinator

LOCATION
Burlington, VT

REPORTING TO
Head of Production

POSITION OVERVIEW
Superplastic is seeking a highly motivated and organized individual to join our fast-growing character-based
product and animated entertainment brand.

The Entertainment and Media Project Coordinator will support our rapid-paced production team as we grow
our short and long-form opportunities. We’re looking for someone with proven project management experience
who is also excited to work with our world-class team. We are very proud of our highly collaborative
environment with exceptional people, all supporting each other to achieve Company goals.

In this role, you will ensure that assigned projects stay on track and maintain stellar relationships with all
stakeholders. You will possess excellent communication skills and attention to detail, as well as the ability to
turn on a dime when necessary. Full ownership of this role and flexibility are a must to add value to our growing
company!

Productivity and prioritization are paramount in this role, along with high standards for quality output and a
commitment to consistently follow through and meet deadlines.  Must be skilled in creating visual decks/briefs
for internal and external meetings.

RESPONSIBILITIES

● Coordinate emails and schedule calls internally and externally for Executive Director and
department needs.

● Assists Head of Production with maintaining deadlines and ensuring production goals are
consistently met.

● Understands the workflow of all Entertainment and Media production and works with the Head of
Production to maintain a deadline-oriented schedule.

● Performs daily check-ins with team members to determine and communicate the status,
roadblocks, and priorities of work for all Entertainment and Media related projects.

● Creates tasks and updates schedules within project management softwares such as Asana and
Smartsheet.

● Attend and take notes during departmental meetings, track approvals, and distribute information to
appropriate parties afterward, as well as follow up on action items.

● Coordinates Entertainment and Media departmental team meetings.
● Work on visual decks for project overviews and next steps. Must be proficient in creating in Google

Slides and be able to learn/work with software such as Slides, Smartsheet and Asana.



● Create and maintain trackers for the department, including research and development, studio
sales/trends/talent/studios/meetings.

● Archive and organize all incoming assets from partners on Dropbox, including all scripts and
revisions.

● Responsible for communication with internal and external partners for updates/follow-ups and
departmental sharing news.

● Ensure that all tasks and projects are delivered on time, as well as be able to communicate
priorities and trade-offs to the team.

REQUIREMENTS and QUALIFICATIONS

● 1+ years of experience in an Administrative role; Project Management, Business Operations, or a
Production Planning background is a plus!

● Experience within production or an understanding of film/tv production is a plus!
● Proficiency with Microsoft Office, file management, and project management software (e.g. Asana).
● Ability to multitask and shift priorities on a dime.
● Ability to work proactively and independently while managing multiple projects with competing priorities.
● The ability to have a proactive approach to identifying and solving issues.
● Practical communication skills, both written and verbal, with considerable attention to detail.
● High school diploma or equivalent.
● Relevant professional certifications are a plus.
● Ability to thrive in a dynamic, fast-paced, startup environment.

We're a fast-growing company with strong financial backing, a positive culture, and an incredible creative team.
Superplastic is in an explosive growth stage, and this is a fantastic opportunity to join our fantastic team of
awesome "characters." This is a salaried position with equity, benefits, and many opportunities for long-term
growth.

Email resume and cover letter to jobs@superplastic.co

ABOUT SUPERPLASTIC

Superplastic is an animated entertainment and product company that creates original IP and turns them into

celebrities on new and traditional media. Our virtual influencers Janky, Guggimon, and Dayzee have millions of

followers and collaborate with celebrities, artists, and premier brands. We produce some of the world’s finest and

most coveted designer toys, apparel, and animated entertainment.

The company is based in Burlington, Vermont, with funding from Google Ventures, Craft Ventures, Betaworks, Index

Ventures, and many other well-known investors (including Jared Leto, Justin Timberlake, and Scooter Braun, to

name a few), and was founded by artist & entrepreneur Paul Budnitz (Kidrobot, Ello, etc.).

Superplastic is an equal opportunity employer. Superplastic is committed to diversity, equity and inclusion; we are

passionate about building and sustaining an inclusive and equitable workplace.
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