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Introduction 
 
My interest for filmmaking and creative communication grew here in ULAB. Before I enrolled 
into the Department of Media Studies and Journalism, my perception on how communication 
could be an integral part of filmmaking was absolutely vague. The idea of communication as a 
creative tool was unknown to me. It was within a few semesters I realized that how all art forms, 
either together or individually can integrate into a media of communication. The visual media 
became a captivating zone for my personal exploration and I took up the Cinemascope Film 
Apprenticeship Program to learn more about a process that was truly wondrous to me, 
filmmaking.  
 
However, the more I learned I realized I was rather interested in creative conceptualization and 
management behind a film’s production rather than directing it myself; I wanted to oversee the 
completion of an entire project, from pre-production to its release. A position that also 
corresponds to my major in Public Relations. Even before I reached this realization, I took GED 
and Elective courses that focused on history, visual language and theoretical research. My 
assignment topics always had a visual element in them. To summarize, my goal in ULAB was to 
learn how to communicate effectively through the creative media; more specifically, the audio-
visual media. This is also what I wish to achieve professionally by applying the strategies I 
learned at ULAB. 
 
The role of a Producer felt like the right fit for my interests. The job is as critical as a director’s; 
picking the right story, platform, crew, allocating finances, coming up with creative solutions, 
these all require an ample amount of research, experience and communication skills. In 
Bangladesh, opportunities for producers are expanding more spontaneously than ever before with 
the emergence of OTT Platforms and broader international presence of Bangladeshi contents.  
In my opinion, this is a field with high prospects and one I want to tread on. What I lacked was a 
platform to learn and get a closer understanding of the industry. As I was looking for an 
internship, I was also searching for a good mentor, a structured and systematic workplace where 
I can prosper. Half Stop Down Ltd. was in need of a Assistant Line Producer right in the 
moment. So, I took the opportunity and applied. The Assistant Line Producer plays the role of a 
bridge between the directorial team and the Producer while also handles communications 
whenever a client is present. It is a stepping stone to become a Producer. My aim is to produce 
independently in the future, it definitely occurred as the right opportunity to dive into the work 
process. Half Stop Down Ltd. produces both advertisements and films, it is also one of the most 
active production houses in the country dealing with multiple projects at a time.  
 
Working at Half Stop Down gave me the opportunity to watch up close how to execute a 
commercial production, communicate with clients and build networks in the meantime. The 
nature of the workplace is spontaneous which takes some time and full dedication to adjust to. I 
was taken in as a Assistant Line Producer, not as an intern but as a permanent employee. Thus, 
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my position led me to attend meetings and handle clients from the first week of my employment. 
It was challenging to stumble upon a steadfast work environment with new colleagues but my 
supervisors, Producer Mahjabin Reza along with Md Assaduzzaman guided me every step of the 
way. Teamwork is most essential in film production; every team member’s effort is equally 
important. When one neglects one’s responsibilities even the slightest, it disrupts the entire 
production process. I am fortunate to have found a team who are dedicated, cooperative and have 
guided me through this time period. In the two months of my internship, I have successfully 
worked on five projects with completed shoots while continuing my involvement in other 
projects as well. What I learned at ULAB worked as a catalyst to carry out my responsibilities 
professionally. I received every project as a challenge, the mood of every project is different, the 
clients are different, and some needs more prioritization than the other. It is an exciting 
experience to explore and formulate strategies to approach each project. I learned that meeting 
deadlines and the effort put on to create production value prove to build long-lasting 
relationships with clients. I also had the opportunity to get acquainted with cinematographers, 
costume designers, art directors who work as a freelancer with Half Stop Down. Working with a 
team where each person gives their ultimate best is naturally inspiring.  
 
I realized when profession aligns with passion, it creates an undying spark that drives you 
everyday. The working hours in the advertising and film industry is not timebound. Whenever 
there is a deadline, it often requires late night attendances and compromising holidays. Perhaps, 
there will be times when I may feel vulnerable and tired but I am confident to overcome it for the 
sheer satisfaction experienced when a project is released and appreciated by mass people.  
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Expectations and Objectives 
 
My decision to choose the path of producing was not made overnight. Initially, I had been quite 
nervous to pursue this path because I am socially nervous, my public speaking skills are not quite 
strong. In Bangladesh, the role of a Assistant Line Producer involves being constantly on the 
phone with people from diverse areas, some of whom are professionals, some are not and mostly 
business-specific conversations. The field of producing intrigued me but I was gaining 
experience working at agencies part-time alongside my studies. Choosing this line for my 
internship was a courageous leap towards something I found challenging. One of the most 
crucial reasons I chose to work in the profession of an Assistant Line Producer was because my 
mentor Mahjabin Reza Choudhury is an expert with a long-time experience in the advertising 
and film industry. Half Stop Down Ltd. is famous for taking in aspiring young crew members 
and train them in a way so that they can work professionally in the industry. The examples had 
been set by many previous students of ULAB who started at Half Stop Down and have earned a 
name for themselves in the industry. It was the most appropriate learning space for me. Also, 
Amitabh Reza Chowdhury had taken a few sessions earlier for Cinemascope, so, he was partially 
aware of my caliber. Some people I know from ULAB are employees there, which was an 
additional benefit to my comfort zone. To summarize, before I joined Half Stop Down Ltd., my 
expectation was to learn all that was offered and in return, give my time and utmost effort to 
adapt into the professional work process, while also develop myself as a reliable asset for the 
company. The list of objectives I had in mind are mentioned below;  
 

§ To attain professional experience as an Assistant Line Producer. 

§ To learn how to communicate with different departments and clients. 

§ To learn how to do time-management for different projects.  

§ To get an understanding of different professionals’ style of work in the industry. 

§ To build network and good relationship with stakeholders.  

§ To apply the internal and interpersonal communication strategies I learned at ULAB in 

professional workplace.  

§ To learn how to multi-task and manage projects simultaneously.  

§ To learn how to write professional proposals, e-mails, and make pitch decks.  

§ To learn how to do team management in order to deliver on time.  

§ To obtain professional knowledge on film and advertisement producing. 

§ To learn how to coordinate and design a monthly/annual project calendar. 

§ To learn how to take instant decisions during an emergency. 

§ To learn how to come up with creative and economic solutions for projects.  
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Host Organization 
 

 
 
HALF STOP DOWN Ltd. is a film production company of Bangladesh working with a strong 
commitment to global cinema. The company thrives on the art of storytelling using powerful 
visuals and rich cinematic language. HALF STOP DOWN Ltd. started its journey as an 
independent production house back in 2001. Led by the master storyteller Amitabh Reza 
Chowdhury, HALF STOP DOWN Ltd. today, harnesses a hub of creative talents who are 
visualizing stories in diverse dimensions; tied by the one common string of human emotion.  
 
What sets HALF STOP DOWN Ltd. apart from the rest of the industry is their high value 
content, understanding of marketing values inherent in IMC campaigns, excellent production 
workflow integration, professionalism in terms of meeting deadlines and deliveries and last but 
not the least dedication to the art of filmmaking. The directors along with their extremely 
talented crews are always on their toes, working hard to live up to the promise and reach highest 
standards in audio-visual production. 
 
The long-term vision of HALF STOP DOWN Ltd. is to make direct contributions to global 
cinema and cultivate public interest in good films. 
 
Company Details 
 
Organization Type: Private Film Production Company 
Year of Establishment: 2001 
Address: Floor 3, House 2, Road 5, Block D, Niketon Gulshan 1 Dhaka 1213 Bangladesh 
Number of employees: 24 

Website: https://halfstopdown.com/  

Awards and Achievements 

o Feature film Aynabaji received awards in 7 categories, including Best Director, from 

Bangladesh Government at the Bangladesh National Film Awards 2016. 

o Web Series Munshigiri received appreciation from 42th Durban international film festival 

in South Africa. 
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o The film, Rickshaw Girl has been selected for Oscar qualifying festival, Durban Int'l Film 

Festival. 

o Nonajoler Kabbo won the Best film in Asian Select Category at Kolkata International 

Film Festival and awarded France's CNC Aide aux cin√©mas du monde, TFL Audience 

Design Fund, Bangladesh's national film grant, and the Spike Lee Fellowship. 

o The advertisement Beautiful Bangladesh: Land of Stories won Award of Appreciation 

from Bangladesh Tourism Board.  

o Advertisement for GP, Chiley Shombhob won Commward Bronze Award from 

Bangladesh Brand Forum. 
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Organogram of Half Stop Down Ltd 
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Tasks as an Intern 
 
Interns at Half Stop Down Ltd. have a diverse set of responsibilities, not limited to any 
designation. They are set out to observe, explore, serve any requirements for productions when 
an extra hand is needed. They are not given major responsibilities in the first two months but the 
tasks include, assisting the assistant directors, taking notes during meetings, deliver or receive 
resources from vendors. I was appointed as an Assistant Line Producer, so, my responsibilities 
were more specific than an intern’s. My role was to assist the Producers to ensure smooth 
communication with the whole team and coordinate with the clients after receiving work orders. 
The responsibilities shifted through every production phase. While I had my responsibilities on 
the field during shoot, I had to send emails, gather resources from clients, handle back and forth 
communication, negotiate finances, coordinate with the team and plan timelines for each project 
during pre-production and post-production. Even after a project is delivered, when the directorial 
team has done their works, tasks of an Assistant Line Producer does not end until the payments 
are cleared and the bills are organized. It is the Producer’s team that closes the book on a project. 
My tasks as an Assistant Line Producer are detailed below: 
 

● Pre-Production 

○ Attend brief meetings and obtain script. 

○ Breakdown the script to develop an estimated cost. 

○ Handover the brief and script to the 1st AD. 

○ Arrange and plan production team meetings. 

○ Communicate with the agency, art director, costume designer, cinematographer, 

artists, and other designated people.  

○ Make a project timeline. 

○ Inform the details of the plan to the production manager. 

○ Distribute budget to different department. 

○ Oversee costumes and props before the shoot date. 

○ Constantly cross-check with the 1st AD to ensure all essentials for the productions 

are being managed according to plan.   
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● Production 

○ Make sure the entire production team reaches the set on time. 

○ Hand over the hard drive to the camera team to copy footages. 

○ Cross-check costume and props with the agency. 

○ Solve any confusion and problems of the clients regarding shoot. 

○ Clear the payments of designated people 

 

● Post-Production 

○ Communicate with the voice-over artists, music director, CG artist, editor, and 

online editor. 

○ Make sure to book the schedule of vendors. 

○ Oversee the overall post-production process. 

○ Receive files from vendors and hand them over to the post-production supervisor. 

○ Receive feedbacks and brief the post-production supervisor. 

○ Delivering the approved output files to the agency as per their requirements. 

○ Handing over the payments to designated people. 

● Other Responsibilities 

○ Research and prepare proposals. 

○ Update and manage company’s social media profiles. 

○ Assist Producers with different tasks.  

○ Arrange in-house meetings and events. 

○ Keep track of monthly project calendars and costings. 
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PROJECT DETAILS 
 
Project One: Nestle Victory Day OVC 

Project Two: Shah Cement Victory Day Music Video 

Project Three: Shanta Forum AV 

Project Four: UNICEF Sports for Development OVC 

Project Five: Bayer: Arize Rice Seed TVC  

Project Six: Golper Ghorbari Proposal for Bioscope 

Project Seven: ‘1969’ Film Pitch Deck (Goa Film Bazaar)  

Project Eight: ‘Alpanliebe Juzt Jelly OVC’ Post- Production 
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Project One: Nestle Victory Day OVC                     

CLIENT: Nestle Bangladesh    

AGENCY: Axiata Digital and Analytics 
PRODUCER: Mahjabin Reza Choudhury 

Project Start Date: 20.11.2022.       Project Status: Released 

Project Description: The OVC was a part of Nestle Bangladesh’s Victory Day Campaign. The 
core idea of the story was ‘love does not understand logic’. It revolves around a young boy’s 
reconciliation with himself on what is truly important in life. His grandfather, who was a 
freedom fighter gave him a flag to carry abroad. The OVC connoted a nationalistic sentiment 
through the relationship between the older and the younger generation. We dealt with celebrity 
artists like, Kairul Alam Shabuj and Farhana Mithu. This was the first project I worked on as an 
Assistant Line Producer after joining Half Stop Down Ltd. 

My Role: I was involved in this project from the day we first received the script. Our company 
was not an enlisted vendor at Axiata Digital and Analytics (ADA), so I had to arrange all 
documents from the office and fill out forms for them to enlist us in order to issue an advance on 
the project. I had to collect resources from them such as, updated logo, revised scripts to share 
with the team. I also contacted art directors and costume designers to ensure who would be 
available to work on this project. I had to negotiate payments with the artists as well and sign 
contracts between them and the clients. I was strongly involved throughout this whole project 
until delivery, communicating with the client and incorporating feedbacks through the post-
production supervisor. My specific responsibilities on this project are broken down below; 

 

 
Image 1.1.: A shot from the Nestle Victory Day OVC. 
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Pre-Production 

§ Get the script from clients and ensure if that is final or will be updated. 
§ Arrange a brainstorming meeting and ensure no one misses it as the Director clarifies his 

vision during this meeting based on which the PPM Dockett is developed. 
§ Get essential Nestle logo from the client and their signature flip cover’s ai files.  
§ Plan a project timeline, share it with the client and the team. 
§ Source Art Director and Costume Designer and find one who is appropriate for the 

project and is free on the dates required. 
§ Get costume and props approval from the client. 
§ Negotiate budget with costume and art department after they provide an estimate.  
§ Allocate budget for recce and technical recce.  
§ Gather and fill up formal documents, get the contracts signed. 
§ Take day-to-day updates from 1st AD on the proceedings before shoot. 
§ Prepare agency call sheet. 

 

Image 1.2.: Screenshot of costume confirmations from the clients 
through WhatsApp.  

Image 1.3.: Full Production Plan 

Image 1.4.: Location recce with the Director. Image 1.5.: Email screenshot of documents sent to clients for the enlistment of 
the company. 
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Production 

§ Communicate with clients and tend to their requests. 
§ Check if the shots are being taken as planned. 
§ Solve confusions and problems with the clients before it reaches the crew. 
§ Constantly be in communication with the Production Manager, and oversee if the 

demands for the shoot are being met. 
§ Communicate with the crew to check everybody reaches within call time. 
§ Oversee that the clients’ concerns are being met and give reminders to the 1st AD. 
§ Bring the clients’ on-spot concerns to the Director myself rather than allowing them to 

the shooting zone. 
§ Keep a track of time for each shot and keep the 1st AD informed if we’re lagging behind 

for any shot on the shooting timeline.  
§ Clear artist payments after the shoot.  
§ Deliver hard drive to the camera team for copying footage.  

Image 1.6: Call Sheet for the clients with important contacts and nearest resources during any emergency. 
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Post-Production 

§ Maintain the project timeline during post-production. 
§ Arrange a meeting with the clients to show a line-up of first draft within two working 

days.  
§ Take notes of the feedback and instantly deliver them to the post-production supervisor.  
§ Book the sound studio for dubbing and mixing. 
§ Communicate with the music director and set a Brief meeting with the Director.  
§ Coordinate the VO Artist, call the casts for dubbing. 
§ Book the colorist for grading and the CG artist for online corrections.  
§ Create a post-production group on Whatsapp to keep the team coordinated on the process.  
§ Share the project with client after incorporating grade, music and CG and take approvals 

or feedbacks. 
§ Prepare additional budget for preparing 3D mockup of a Nescafe mug which was not 

agreed before the shoot. 
§ Deliver high-resolution outputs to the client following the process they asked us to. 
§ After the delivery, I had to send the signed contract papers to their office. 
§ Organize and collect bills to develop a comprehensive production cost top sheet. 

Image 1.7.: I couldn’t take pictures during shoot. This is 
an image from before the shoot began. 

Image 1.8.: The pack-up group picture when the shoot 
ended.  
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Challenges and Mistakes 

Whenever there is a shoot, the longest time takes to source props and costumes as the directors 
often have to collect them from the markets. The markets close at 8 PM everyday. It is crucial to 
get the approval from the Director and the client during the day. The entire pre-production 
process was tight before the Nestle shoot. We only had two days to prepare after the pre-
production meeting (PPM). Hence, the approval process got delayed which resulted into the 
clients bringing their concerns to the set on shooting day. We had to shoot several scenes within 

Image 1.9.: Got the ai. File for the logo from the clients. 

Image 1.11.: Final output delivery to the 
client. 

Image 1.10.: Sharing the update of final 
delivery with the team. 

Image 1.12.: Feedbacks and approvals 
from the client.  
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one day so, such occurrence is disruptive to the shooting process and irritates the Director. 
During post-product, client demanded a change that was not agreed during the PPM, so, we had 
to ask for an additional budget for the task and get an approval from them before we start the 
work. Such incidents kill time, which is why everything should be decided before the shoot, 
during the PPM.  

Learnings 

As stated before, this was my first production working as an Assistant Assistant Line Producer 
professionally. It was confusing to get used to the process and intervene confidently when my 
help was needed. I was not sure if talking to the artists was my responsibility, it usually is not 
when a casting director is involved but, on this shoot, we had none. So, I had to coordinate with 
the artists alongside the entire team, talk about financial requirements, cross-check if their 
measurements had been taken and call them for look tests, dubbing etc. I was constantly on the 
phone with the clients or with the team. I also learned about the formal requirements 
international conglomerates need to fulfill for any visual productions. At the end, I delivered the 
output to the clients maintaining the deadline. The last hours require hundred percent availability 
because the feedbacks come in spontaneously and I needed to keep the supervisor free and 
within my grasp for any kind of change. Me, being new at the office I had build an understanding 
with everyone within one month to achieve that. I also learned to handle clients on set, assess 
what they might want to be clarified about beforehand.  

Project link: https://web.facebook.com/watch/?v=1271720533384559  
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Project Two: Shah Cement Victory Day Music Video 

CLIENT: Shah Cement 

PRODUCER: Mahjabin Reza Choudhury 

Project Start Date: 11.11.2022.       Project Status: Released 

Project Description: This project was offered to us not by an agency but solely because the 
client preferred Amitabh Reza Chowdhury would be the right choice for a massive scale 
production like this. The idea was to encapsulate Bangladesh and depict the spirit of freedom 
through the young generation. Of course, it was not viable physically and economically to cover 
the whole of Bangladesh since our timeline was short. We built the narrative in the form of a 
tribute towards personalities who contributed to Bangladesh in their own ways in the last year. A 
group of young people travels to these people on a truck inspired by the treatment of ‘Muktir 
Gaan’. It was a five days shoot. We worked with a brilliant and cooperative team of young casts 
who could adapt to the flexible shooting timeline. However, the touchpoints in the narrative we 
tied the video into were faced with difficulties which we had to overcome. 

My Role: I was involved in this project from the day we first received the brief. I took notes on 
the brief as the script was developed in the house. I had to explain the brief to the scriptwriter in 
the Director’s presence for additional suggestions. I had to develop a timeline and communicate 
with the art and costume departments initially before I handed them over to the ADs. The clients 
were comparatively lenient in their demands as there was no imposition of the brand throughout 
the video. The Producer and the Director were mostly handling the communications with the 
clients. My task was to deliver anything that was required by the Producer for the clients. While 
the Producer handled the clients, I was overseeing the proceedings within the house. This involved 
constant communication with the team, coordinate meetings with the Director, taking schedule 
from storyboard artist, preparing artist budget with the coordinator, and take updates from the 
Producer. My specific responsibilities on this project are broken down below; 

 

 

 

 

Image 2.1.: A group picture during Shah Cement Victory Day Music Video shoot.  
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Pre-Production 

§ Get the brief from clients and ensure the script is developed. 
§ Arrange a brainstorming meeting and ensure no one misses it as the Director clarifies his 

vision during this meeting based on which the PPM Dockett is developed. 
§ Get a draft script/list from the clients with their specified demands and see those are 

being incorporated in the script. 
§ Plan a project timeline, share it with the client and the team. 
§ Source Art Director and Costume Designer and find one who is appropriate for the 

project and is free on the dates required. 
§ Negotiate budget with costume and art department after they provide an estimate.  
§ Allocate budget for recce and technical recce with the Production Manager.  
§ Take day-to-day updates from 1st AD on the proceedings before shoot. 
§ Take the cheque/cash payments from the Producer the day before to clear them out at the 

end of shoot. 

 

Production 

§ Supervise the plan for each day’s shoot to check if anything goes missing 
§ Stay close to the Director to answer any questions regarding the client’s concerns and the 

script.  
§ Constantly be in communication with the Production Manager, and oversee if the 

demands for the shoot are being met. 
§ Communicate with the crew to check everybody reaches within call time. 
§ We shot on large spaces, so sometimes I had to help out as an AD too. 
§ Keep a track of time for each shot and keep the 1st AD informed if we’re lagging behind 

for any shot on the shooting timeline.  

Image 2.2: Official team meeting after we received the brief on the 
music video    

Image 2.3: Discussing the essentials art and props with the first AD 
to cut down costings with the art director later.  
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§ Deliver hard drive to the camera team for copying footage on every shoot day. 

 

 

 

 

 

 

 

 

 

 

 

Image 2.4: Pack-up shot after the shoot ended. Image 2.5: Ongoing shoot. 

Image 2.6: Ongoing shoot at ‘Jatiyo Sritishoudho’. Image 2.7: Ongoing shoot at ‘Jatiyo Sritishoudho’. 

Image 2.8: At one of the shooting locations for Shah Cement’s shoot.  
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Post-Production 

§ Maintain the project timeline during post-production. 
§ Arrange a meeting with the clients to show a line-up of first draft within two working 

days.  
§ Take notes of the feedback and instantly deliver them to the post-production supervisor.  
§ The grading was done in India, and the Producer went to supervise so I had to take the 

responsibility of several payments. 
§ Create a post-production group on Whatsapp to keep the team coordinated on the process.  
§ The final output was produced in the client’s office so, I had to collect it from them to 

upload on our Facebook page. 
§ Organize and collect bills to develop a comprehensive production cost top sheet. 

 
 

 

 

 

Project link: https://youtu.be/4KPubUGpIQE  

Image 2.9: Overseeing the conversations of the Whatsapp 
group with the clients.  

Image 2.10: When grading was happening in India, I had to 
keep track of the process. 
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Challenges and Mistakes 

This project was an exciting one because we travelled to the outskirts almost everyday. We faced 
a lot of challenges during the pre-production. We needed 6-7 different people to cover the tribute 
section but many were not available. So, I, too had to help out the ADs to gather information. I 
had to write applications to take permission for different locations and provide them to the 
Production Manager. The entire shoot was hectic but I kept a mental note everyday for the next 
day’s shoot so I did not make any mistake during production. During pre-production, some items 
the Producer required got delayed by a few hours because we had to collect them from art team. 
This was my responsibility to deliver on time so, I took the blame for the team. Also, another 
issue faced was managing an art director for the project. The best art directors in the market were 
already appointed for Coke Studio’s shooting which was happening within the same timeline. 

Learnings 

This project was all about teamwork. Mostly in advertisements, the creative idea comes from the 
agencies but in this project, we had to involve ourselves creatively. I was involved as well to 
come up with frugal solutions for the shoot. I am an aspiring producer so, these observations and 
thinking process helped me to think alternatively keeping the context and available resources in 
mind. I also had access to everyday’s production costings. This helped me to understand how a 
production budget is allocated throughout different departments; what cameras are available, 
how many lenses we used, which lights are being used, how many cars are being needed daily 
etc. I also sat with the Production Manager everyday state any additional production accessory 
needed for the next day’s shoot. Overall, we enjoyed a lot since, it was the same team travelling 
and shooting together everyday. It pulled an emotional end when I uploaded the music video on 
the Facebook page on the eve before Victory Day. 

Image 2.11: Retrieving the final output from client. Image 2.12: Clearing all artist payments with the Accounts 
Manager.  
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Project Three: Shanta Forum AV 

CLIENT: Shanta Holdings Ltd.  

AGENCY: Carrotcomm 

PRODUCER: Mahjabin Reza Choudhury 

Project Start Date: 17.11.2022.       Project Status: Ongoing 

 
Project Description: Shanta Forum AV is essentially a corporate AV on a latest top-tier 
architectural initiative by Shanta Holdings Ltd. It is a building dedicated to business and hold 
offices of the most exclusive business conglomerates. The client’s wish was to create an AV that 
was stylistic, sophisticated and cinematic. This project was directed by Nazmul Hasan Shukorno, 
who has recently began directing under Half Stop Down. It had a comparatively small team with 
minimal number of casts but the building was complex to shoot since it was a glass tower.  

My Role: I was involved in this project from the day we first received the brief. The Agency 
provided us with a storyboard which we had to follow for shoot. I had to ensure with the Agency 
regarding the permissions and fix schedules of the interviewees who were high officials. Since, it 
was a documentary, I had to gather information from the clients and get a tentative idea on what 
the interviewees will talk about in order for my team to craft a narrative. This project is ongoing 
and is in the post-production phase, so, I’m still carrying out my responsibilities with the post-
production supervisor and continuing back and forth conversations with the clients. I have been 
involved in this project since day one and had to overcome some challenges in the way. My 
specific responsibilities on this project are broken down below; 

 

 

 

 

 

 

 

 

 Image 3.1: The pack-up shot after the Shanta Forum AV shoot.  
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Pre-Production 

§ Get the storyboard from clients and ensure if that is final or will be updated. 
§ Arrange a brainstorming meeting and ensure no one misses it as the Director clarifies his 

vision during this meeting based on which the PPM Dockett is developed. 
§ Communicate with and fix the DOP for the project. 
§ Provide list of requirements to the Production Manager.  
§ Get essential Shanta Holdings and Forum logo ai files.  
§ Plan a project timeline, share it with the client and the team. 
§ Get artist budget from the coordinator. 
§ Get the artists approved by client. 
§ Schedule dates for recce and technical recce with the client to ensure access.  
§ Allocate budget for recce and technical recce.  
§ Keep the agency informed on our proceedings after the PPM. 
§ Incorporate any last-minute changes and recommendations from clients in the PPM 

docket.  
§ In this particular project, we had to reschedule multiple dates, so I had to share updated 

project timelines with them.  

 

 

 

 

 

 

 

 

Image 3.2: Shoot and costing plan with the Director and 
Production Manager.  

Image 3.3: Screenshot of sharing treatment note and budget 
with the client.  
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Production 

§ Communicate with clients and tend to their requests. 
§ Check if the shots are being taken as planned. 
§ Solve confusions and problems with the clients before it reaches the crew. 
§ Manage access for the Production Manager to set up food zone, and oversee the demands 

for the shoot are being met, involve the clients when needed. 
§ Communicate with the crew to check everybody reaches within call time. 
§ Oversee that the clients’ concerns are being met and give reminders to the 1st AD. 
§ Bring the clients’ on-spot concerns to the Director myself rather than allowing them to 

the shooting zone. 
§ Keep a track of time for each shot and keep the 1st AD informed if we’re lagging behind 

for any shot on the shooting timeline.  
§ Clear artist payments after the shoot.  
§ Deliver hard drive to the camera team for copying footage 

 

 

Post-Production 

§ Maintain the project timeline during post-production. 
§ Arrange a meeting with the clients to show a line-up of first draft within two working 

days.  
§ Take notes of the feedback and instantly deliver them to the post-production supervisor.  
§ Book the sound studio for sound mixing. 
§ Purchase the stock music provided by the client.  
§ Book the colorist for grading and the CG artist for online corrections.  

Image 3.4: With the Producer on the first day 
of shoot.  

Image 3.5: The last shot on second day before entire shoot pack-up. 
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§ Create a post-production group on Whatsapp to keep the team coordinated on the process.  
§ The project is still on its edit approval phase after that I have to share the project with 

client after incorporating grade, music and CG and take approvals or feedbacks. 
§ At the end, I have to deliver high-resolution outputs to the client in .mp4 and .mov 

format. 

              

 

 

 

 

 

 

 

 

 

 

 

 

Image 3.6: Screenshot of sharing first draft 
with client. 

Image 3.7: A selfie during the post-production of Shanta Forum AV. 

Image 3.8: Mailing to reschedule 1st draft.  
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Challenges and Mistakes 

This project was more personal than the other projects because since it involved a small crew, I 
was given the responsibility to execute the project and keep the Producer on loop regarding 
every update. This responsibility was itself a challenge because I was landed with a huge 
responsibility within a short time I’ve spent at Half Stop Down Ltd. The Producer was 
unavailable during the pre-production phase of this project so, I had to be the primary face at the 
pre-ppm. However, the clients had long affiliations with the Producer, hence, they decided to 
delay the production timeline. It was a sign that the clients were not comfortable in her absence 
because of her expert knowledge on the industry. I count that as a failure for me and the team for 
not being able to convince them. With the delay, we had to change the DOP and reschedule with 
the artists. This was challenging because towards the end of the year, most people are already 
booked as there are numerous projects happening simultaneously in the industry. We also had to 
request an additional budget as the interviewees could not give time on the rescheduled shoot 
date. So, we had to shoot 2 days. 

Learnings 

I learned through this project what role the Producer plays and what qualities they must embody. 
I also observed a hierarchical attitude that exists in the industry and the lack of confidence to 
work with someone new from the client’s point of view. But, on a positive note, actions speak 
louder than words. The lack of confidence changed after we executed the shoot. They were quite 
impressed by our shooting style and approach. All personnel I am communicating with from the 
Agency are quite friendly and comfortable. Building rapport is I believe one of the most 
important for someone working in my position and I believe I have achieved that with every 
client I’ve worked with until now.  
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Project Four: UNICEF Sports for Development OVC 

CLIENT: UNICEF Bangladesh 

AGENCY: Expressions Ltd. 

PRODUCER: Mahjabin Reza Choudhury 

Project Start Date: 24.11.2022.       Project Status: Ongoing 

 
Project Description: This project’s main message is to increase more women participation in 
sports. The entire project was shot at BKSP, Savar with real women players. A casting director 
was hired as the narrative composed at least twelve sports and we needed a large number of casts 
who are experts in the game they performed in. The script was provided by the Agency which 
told an inspiring narrative through cut to shots of several girls delivering aspirational lines.  

My Role: Although, I received the script three weeks prior, I was involved in the project right 
before the PPM as I was loaded with the delivery of other projects. I had to coordinate with the 
casting director and obtain a budget so that I could have the payments ready before the Victory 
Day. Our shoot was on 17th December; hence, the previous day was a national holiday. I 
communicated with the clients, prepared a call sheet for the agency and confirmed casts before 
the shoot. The project is still ongoing and at the post-production phase. My responsibilities on 
this project are broken down below; 

 

 Image 4.1: A group picture after the shoot ended. 
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Pre-Production 

§ Read the script from clients. 
§ Plan a project timeline, share it with the client and the team. 
§ Get costume and props approval from the client. 
§ Schedule the date for the technical recce and inform the whole team involved. 
§ Allocate budget for recce and technical recce.  
§ Collect UNICEF’s signature props from the client’s office. 
§ Gather and fill up formal documents, get the contracts signed. 
§ Take day-to-day updates from 1st AD on the proceedings before shoot. 
§ Prepare agency call sheet. 

       

 

Production 

§ Communicate with clients and tend to their requests. 
§ Check if the shots are being taken as planned. 
§ Solve confusions and problems with the clients before it reaches the crew. 
§ Constantly be in communication with the Production Manager, and oversee if the 

demands for the shoot are being met. 
§ Communicate with the crew to check everybody reaches within call time. 
§ Oversee that the clients’ concerns are being met and give reminders to the 1st AD. 
§ Bring the clients’ on-spot concerns to the Director myself rather than allowing them to 

the shooting zone. 
§ Keep a track of time for each shot and keep the 1st AD informed if we’re lagging behind 

for any shot on the shooting timeline.  
§ Clear artist payments after the shoot.  
§ Meet with BKSP’s admins to give thanks from Half Stop Down. 
§ Deliver hard drive to the camera team for copying footage.  

Image 4.2: The script brief meeting for the UNICEF 
Project 

Image 4.3: Cross-checking the art and props list with 
the AD team. 
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Post-Production 

§ Maintain the project timeline during post-production. 
§ Arrange a meeting with the clients to show a line-up of first draft within two working 

days.  
§ Take notes of the feedback and instantly deliver them to the post-production supervisor.  
§ Book the sound studio for dubbing and mixing. 
§ Submit signed consent forms to the clients. 
§ Communicate with the music director and set a Brief meeting with the Director.  
§ Book the colorist for grading and the CG artist for online corrections.  
§ Create a post-production group on Whatsapp to keep the team coordinated on the process.  
§ Share the project with client after incorporating grade, music and CG and take approvals 

or feedbacks. 
§ Organize and collect bills to develop a comprehensive production cost top sheet. 

 

Image 4.4: A cast briefing session during the shoot Image 4.5: Taking designated positions during a shot. 

Image 4.6: A shot being taken. Image 4.7: An image with the core crew and a few 
casts. 
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Challenges and Mistakes 

As this was my fourth shoot with Half Stop Down Ltd., I personally did not face much 
challenges. One issue I faced was to handle clients at the shooting zone. We shot at multiple 
zones in BKSP, and with senior clients, the problem is they want to stand with the Director, pass 
remarks. This is an interruption because the Director stays focused on taking shots which is a 
creative process. I had to repeatedly request the client to stay behind the camera where the 
monitor was placed. Other than that, the shoot went smoothly and we could cover everything 
before the estimated pack-up time.  

 

Learnings 

Working on this project was inspiring because the casts were truly motivational. Their sporty and 
disciplined attitude transfers an active spirit around the shooting space. I had to stand close to the 
director and constantly take and give updates on if the next shooting locations were being 
prepared. I also had to coordinate with the costume, cast and art team on shoot day because we 
were dealing with multiple locations and large number of casts. I also learned that when shooting 
in an academic space that has been rented, courtesy needs to be given to the staff on the shooting 
day and keep them informed on our shoot plan. It is tough to find time to do that but this 
approach reassures them on our professionalism and makes them feel involved. This project 
taught me professional communication within the team and work proactively in a shooting with a 
tight schedule.  

 

 

 

Image 4.8: Before filling up consent forms for the 
clients Image 4.9: Supervising before the 1st draft presentation. 
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Project Five: Bayer: Arize Rice Seed TVC 

CLIENT: Bayer Cropscience Ltd.  

AGENCY: Fingerprint Films 

PRODUCER: Md. Assaduzzaman 

Project Start Date: 12.12.2022.       Project Status: Ongoing 

 
Project Description: The project is an advertisement of hybrid crop seeds produced by Bayer 
Group. Bayer Group is an international pharmaceutical company which has a crop science 
company and facility in Bangladesh. The idea of the TVC was to communicate the harvesting 
capacity of their hybrid seeds. The core challenge of this project was to find a location with wide 
paddy fields in the middle of December because the harvesting season is already over. The 
Agency was an Indian agency who came to Bangladesh for shoot so, most of the meetings were 
online and discussions ran on WhatsApp. It was a sun-to-sun shoot on a Winter day so, we had 
only eight hours clearing to pull off the whole shoot and it was complex because we had to also 
act with non-actors and child actors.  

My Role: My responsibilities on this project were more or less like other projects where client 
was involved. It was my first project with Producer Md. Assaduzzaman. He was extremely 
cooperative and handled all communications with both the Indian team and the client until the 
PPM, then handed me responsibilities only after because we had to source many of the props 
from the clients. The Indian team came to Bangladesh for the shoot so, I had to accompany them 
as well. On shoot, we had to work with village people as the location was in a remote area in 
Kishoreganj. So, I had to play both the roles of an ALP and AD. The post-production for this 
project is being completed in India. So, our responsibilities ended with the shoot after we handed 
over the hard drive with raw footages to them on the next day. My specific responsibilities on 
this project are broken down below; 

 
Image 5.1: Bayer: Arize project brief meeting with the producer Md. Assaduzzaman 
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Pre-Production 

§ Read the script from clients. 
§ Get costume and props approval from the client. 
§ Schedule the date for the technical recce and inform the whole team involved. 
§ Arrange the art and production team’s travel to the location two days prior with the help 

of the Production Manager, crosscheck that they have all the resources they need to carry 
to the location. 

§ Review the entire plan with the Production Manager. 
§ Allocate budget for recce. 
§ Collect Arize’s original pack from client’s office. 
§ Coordinate with the client to send the original hybrid seed from their designated crop 

field to the shooting location which was in a different district. 
§ Take day-to-day updates from 1st AD on the proceedings before shoot. 
§ Arrange a meet of the Director with the Indian clients at their hotel to review the shoot 

plan. 

                     

 

 

 

Image 5.2: Explaining the project plan to an AD before he 
leaves for recce. 

Image 5.3: Receiving products from clients before 
shoot 

Image 5.4: Screenshot of forwarding product detail to the team after receiving from 
client. 
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Production 

§ Communicate with clients and tend to their requests. 
§ Check if the shots are being taken as planned. 
§ Coordinate the ADs and supervise the call sheet sequence is being maintained and casts 

are being prepped on time. 
§ Naturally the clients being Indian had many confusions and questions so, I had to be there 

to answer them. 
§ Oversee that the clients’ concerns are being met and give reminders to the 1st AD. 
§ Constantly be in communication with the Production Manager, and oversee if the 

demands for the shoot are being met. 
§ There was also a photographer’s team for product photoshoot so, I had to coordinate 

them to take photos in between shots and after the shoot.  
§ Keep a track of time for each shot and keep the 1st AD informed if we’re lagging behind 

for any shot on the shooting timeline.  
§ Clear artist payments after the shoot.  
§ At the end of shoot, I had to ensure the resources we took from the client are safely 

returned to them.  
§ Deliver hard drive to the camera team for copying footage.  
§ Deliver the hard drive and continuity costumes to the client. 

 

 

 
 

Image 5.5: A prop, tractor being loaded before shot Image 5.6: Me amidst the villager children casts. Due 
to huge cast numbers, I had to play the role of AD. 

Image 5.7: Reviewing artist budget with the casting 
coordinator after the shoot ended. 
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Challenges and Mistakes 

I faced a serious challenge on the day of the shoot because our car reached late to the location. 
The driver had some misconception about the route which I was not aware of since another 
person from the costume department was overseeing the drive. We started at midnight for 
Kishoreganj but took a route that takes the longest. I slept off in the car but I realized the issue 
when I woke up. Then, I called the Production Manager, the 1st AD, and the Producer to inform 
them on the issue but even when we took the fastest route from where we were, the car reached 
an hour and half late to the location. The make-up and costume team along with the main cast 
was in that car. It was not my fault, but I realized since I was the only one from our office, I 
would have to answer for situations like these. So, I learned that from next time, I will ensure the 
route we are taking before starting for a location.  

 
Learnings 

We were dealing with an Indian team for this shoot. India has an older industry with more 
professionals working in the advertising sector. Thus, maintaining timeliness and professional 
behavior throughout our communication was what I focused on. I gave them instant information 
and kept them on the loop with the production process. On shoot, we did not have a lunch break 
because our priority was to end the shoot before sunset. So, I learned how to allocate time in 
tight shoots like that. It was a different experience overall. We shot at a remote village with 
village people and it was like a festive event for them. It was also my first shoot where 
photoshoot was also happening simultaneously so, I had to constantly assess a window when 
they could capture a few shots.  
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Project Six: ‘Golper Ghorbari’ Proposal for Bioscope 

CLIENT: Grameenphone 

PRODUCER: Mahjabin Reza Choudhury 
Project Type: Web Series 

Project Start Date: 2.11.2022.        Project Status: Ongoing 

 
Project Description: I started working on the proposal for this project on the first day I joined 
Half Stop Down Ltd. The web series has been approved by Bioscope, an OTT platform of 
Grameenphone after a month of sending the proposal. Golper Ghorbari is a story that comprises 
episodic events in five flats of an apartment building, each story belongs to a different genre. The 
whole of Half Stop Down team has not yet begun with the pre-production phase but we have a 
finalized script which the team members have read and has helped me to prepare the proposal. 
The project is set to shoot in February.  

My Role: When a project is still at the proposal phase, it is the producing department’s 
responsibility to prepare it. The proposal includes synopsis of the story, synopsis of the episodic 
stories, possibility of the story, probable casts, moodboard and a project timeline along with the 
director and producer’s bio. I had to take help of the ADs for the moodboard and the probable 
casts. I also translated the synopsis for all the stories from Bengali to English. We also had to do 
research on the casts’ work references and sit for a team meeting to lock a cast from options we 
came up with. I had to personally sit with the Director to get a rough sketch on what the series 
was about, to understand his vision. Despite being new and completely unaware about the 
project, I was able to prepare the proposal in two days with everyone’s help. My specific 
responsibilities for the project are listed below; 

§ I skimmed through the script and read a few portions that seemed usable for the 
proposal. 

§ Sat with the Director and later the 1st AD to get a clear idea of how the story was 
designed; how each episode’s narrative was structured differently following the style of 
different genres.  

§ I also analyzed how these different stories reached an end that gives out the impression 
of being interconnected and used it to rewrite the synopsis in the proposal.  

§ I also participated in the brainstorming with the AD team to shortlist cast options for 
each story. 

§ I gathered previously developed moodboard and draft proposals and tried to source 
elements from those.  

§ I figured out the prospects and hook points of the story to determine what makes it 
unique and appropriate for our time and amidst other web contents. 

§ After discussion with the Producer who plans to release it in April, I developed a 
timeline specifying slots for pre-production, production and post production.  
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§ I also had to develop and provide a tentative budget for the promotional phase because 
we will be required to make promotional contents as well as arrange a premiere event.  

 

 

 
 

 

 

 

Image 6.1: Screenshot of few pages from the presentation I made 

Image 6.2: Working on the Golper Ghorbari Proposal. 
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Challenges and Mistakes 

This project was my first task at Half Stop Down Ltd. and it was top priority. I had no chance to 
make a mistake because this proposal would go to the client for approval. I was confused and 
nervous at first but it got easier once I shared my questions regarding the project with the team. I 
could define this project at my first step to team bonding at Half Stop Down. I had to stay up late 
on the first day, reading the script and writing the proposal. It felt challenging on the first day, 
but I overcame it with immense help from the team. 

 

Learnings 

With this project I learned how to professionally write a proposal for a fiction. I also learned 
transparency and asking questions in the workplace clears confusions and make the work easier. 
The Director, Producer and the 1st AD are the best sources of information for any project. I also 
took tips from the Producer based on her experience to figure out what approach to adopt in 
writing the proposal. I also never visualized appropriate casts for roles before, so here I learned 
to do that as well. We narrowed down our search for pictures that corresponds to the look we 
want to achieve for the roles otherwise it confuses the other party. This project, in general 
sparked my confidence to work at Half Stop Down Ltd. 
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Project Seven: ‘1969’ Film Pitch Deck (Goa Film Bazaar) 

PRODUCER: Mahjabin Reza Choudhury and Md Assaduzzaman 

Project Type: Sponsorship Proposal 

Project Start Date: 15.11.2022.        Project Status: Completed 
 

Project Description: ‘1969’ is a film that will be directed by Amitabh Reza Chowdhury. It is 
about the ‘Agartala Conspiracy Case’ which shook the nation resulting the mass uprising in 
1969; a chapter in history which is not widely known and is controversial. The film was 
approached for government grants but the amount received does not meet the amount needed to 
execute this film. Since, it is a periodic drama, the production cost is quite high. The Producers 
of Half Stop Down attended the Goa Film Bazaar to seek funding for the project.  

My Role: I was given the responsibility to prepare the pitch deck they were going to present at 
the event. One written and one visual pitch with interviews were required for the event. I had to 
do my research on the case which is now known as the ‘The State vs Sheikh Mujibur Rahman 
and 35 others’. A short summary of three pages had already been developed from where I took 
the necessary information. I had to sit with the Director and others involved in coming up with 
the concept. My specific responsibilities for the project are listed below; 

§ I had to read a lot of articles and book chapters to get a clear understanding of the 
historical event.  

§ The story majorly focuses on two other characters who were captured with Sheikh Mujib, 
so I had to read about them too. 

§ I had to sit with the Director to know the clear vision and intention of the story.  
§ I also thoroughly read the proposal which was proposed to the government for funding. 
§ I had to translate and shorten the summary into a short synopsis.  
§ I also had to make a historical timeline to mark where the story begins and set a 

backdrop. 
§ I figured out and stated the key focal areas in the story, what is the plot, the subplots and 

the structure it will follow. 
§ Lastly, I had to rewrite the Producer’s note, so that it significantly states the most 

important points on why this project needs the funding.  
§ After the proposal was completed, I had to record the Director’s pitch interview which 

was projected at the event.  
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Challenges and Mistakes 

This project was challenging because it was the first time I had to develop a pitch deck for a film 
and had to research a lot as I had no prior idea on the project. The major challenge was it was 
difficult to grasp such a massive idea. The Director was already occupied with several projects 
so, we could not find a window to sit together regarding the project. I had to do most of the 
research on my own in the meantime. The positive side is I advanced in my knowledge on the 
project which helped me to discuss with the Director once we sat down. The Producers guided 
me about the initial thoughts they had when they applied for government grants. One major 
drawback was it was my first time and I had a short time in hand, so, I faced difficulty 
strategizing the pitch. The other teammates were all busy with other projects so I was a bit short-
handed.  

 

Learnings 

This project taught me what a Producer’s job is after they receive a project. While it was the 
brainchild of the Director, the Producers took it to different platforms where there is a presence 
of potential sponsors. Since, it is a future project we will possibly work on next year if the 
finances are covered, I have already developed a preliminary idea on it and on the production 
value. I will be able to apply this knowledge when the pre-production begins for the film. 

 

 

 

  

Image 7.1: Some screenshots from the pitch presentation I made for the film ‘1969’. 



 46 

Project Eight: ‘Alpanliebe Juzt Jelly OVC’ Post-Production  

CLIENT: Perfetti Bangladesh 

AGENCY: Analyzen 

PRODUCER: Mahjabin Reza Choudhury  

Project Start Date: Before internship period        Project Status: Released 

 
Project Description: This is an OVC that is promoting the ‘2 Juzt Jelly in 5 Taka’ campaign of 
Alpanliebe Bangladesh. It covers a family fun event where the reward is the product. This 
project was shot before I joined Half Stop Down Ltd. and was at its editing phase when I joined. 
Overseeing the post-production became my responsibility once I met the clients who came to our 
office to see the first draft. 

 
 

My Role: I was overseeing the entire post-production process for this project. This involved 
communicating with the clients, incorporating feedbacks, arrange meetings with agency and the 
main client etc. I also had to get acquainted with the vendors working as freelancers on this 
project and retrieve the corrections on time. My specific responsibilities for the post-production 
of this project are listed below; 

§ Take a complete brief on the project from the 1st AD.  
§ Get the feedback presentations from the client and share the specifics for each vendor.  
§ Keep the post-production supervisor updated on each correction and retrieve the files to 

get a report from the clients. 

Image 8.1: The last frame of the Juzt Jelly project. 
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§ Get ai. files of packs, logo, and mnemonics from the client on time so that the vendors 
can work with them within their due schedule.  

§ Incorporate sound corrections, music corrections. 
§ When the project’s delivery date extended, I had to inform the vendors so that they keep 

an open schedule for any kind of urgent change.  
§ Constantly be available for the clients’ concerns.  
§ Incorporate the edit in different ratios by the supervisor and also oversee compositions in 

the frame. 
§ Guide the edit for cut versions into 6,10 and 15 seconds. 
§ Deliver high resolution outputs in mov. and mp4. File formats. 

 

 
 

 
Challenges and Mistakes 

I did not face much challenges in this project. However, one major issue was, we are doing two 
projects for the same client which were running simultaneously. So, two separate supervisors 
from the client’s side pressured me to deliver corrections for both projects. I had to convince 
them throughout by politely explaining the situations we were in. Another problem faced was we 
were on a busy shooting schedule for other projects, so, I missed out on incorporating some 
feedbacks that required on-spot attendance with the post-production supervisor. This delayed the 
process and cut down our time to deliver before deadline. Not being able to manage the situation 
in-house is what I count as a drawback.  

 

Image 8.2: Final output delivery of the project Image 8.3: Corrections shown to client after their feedback. 



 48 

Learnings 

I have never been much aware of what happens during post-production in the professional 
industry. I learned which department is responsible for which work and also learned how to 
explain feedbacks to them. I also did not know exactly how many departments are involved. 
Another important truth I learned is how much time it takes for each task in every department; 
music, sound, grade, and CG. This helped me to provide the client a specific time as a deadline. 
After handling this project, I was able to supervise the post-production process smoothly for 
other projects.  
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Internship Outcome 

Initially, I was seeking job opportunities mainly at communication agencies as I was slightly 
nervous to take on the work pressure at production houses. In the meantime, I was informed Half 
Stop Down Ltd. was seeking for an Assistant Line Producer. I took the opportunity and applied. 
The Producer, who in turn became my supervisor, Mahjabin Reza Choudhury called me herself as 
I had worked with them before on few projects as a freelancer. When I went for an interview, it 
was more of a conversation. Based on her previous experience of working with me, she shared her 
concerns about the role with me. After the interview, I was offered the position of an Asst. LP with 
a three months’ probation period and was given the freedom to decide on my own if I wanted to 
work there.  

Previously, the role of an Assistant Line Producer had only been a concept, instead, the role of a 
producer was clearer as I had held the position several times in student projects. It was challenging 
for me to work professionally as an Assistant Line Producer. My goal for this job was to observe, 
explore and adapt to the work environment.  

Half Stop Down Ltd. has a strictly systematic working process. The culture is professional and 
prioritizes punctuality, quality over quantity and a respectful work environment. The superiors 
promote and nurture organized attitude towards any task and strictly oversees that the project 
calendar is being followed. There is a saying around the office which goes as, for anyone who 
joins here, it takes at least three projects to learn the process entirely. I do not know if I have earned 
a good efficiency yet but I can definitely say my work pace is faster than when I joined here, and 
I am able to get tasks done without anyone reminding me. I also earned enough confidence with 
which I can manage the team, clients and my supervisors. I am also the moderator for the social 
media page now. I have listed down specifically what I learned here in Half Stop Down Ltd.; 

 
• I learned to execute responsibilities that both a Line Producer and an Assistant Line 

Producer uphold. 

• I learned to manage and follow a timeline for each project. 

• I learned to manage crisis situations and suggest solutions to overcome them.  

• I can now communicate professionally with clients and understand their concerns. 

• My time management skills have developed tremendously. 

• I can handle the stress of handling multiple projects simultaneously. 

• I now know the cost required for several tasks while having to negotiate with vendors. 

• I know the time it takes for different tasks during post-production and can deliver an 

estimated delivery time to the clients.  
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• I can plan a project calendar and know exactly how many days it requires for each 

production phase.  

• I learned to use excel to maintain top sheet to keep account of all expenditures during 

a project. 

• I can negotiate payments with vendors respectfully and with reason.  

• I can now communicate professionally with all heads of departments, and crew 

members. 

• I now know which kind of formal requirements need to be filled for which category of 

client.  

• I learned the strategy to retrieve urgent corrections from vendors.  

• I learned admitting a mistake beforehand can retain further consequences and the 

problem can be handled in time.  

• The most important of all is, I learned being honest about anything with my superiors 

and crew can prevent any confusion, misunderstanding and can sustain a healthy 

relationship with everyone.  

 

My internship feels more like the beginning of a lifetime experience. I have worked on diverse 
projects within a short period of time. It was a hectic eight weeks but I believe what I learned 
equals to six months of internship at a company. I now know the value of ‘there is no tomorrow’ 
and can get tasks done instantly. The Assistant Line Producer’s job mostly require making a call 
at the right time; to the crew members, to the client, the Producers, the Director or the Production 
Manager and the Post-production supervisor. What requires for any project to run smoothly is my 
availability when required. I believe I have earned the reliability from the team through my efforts. 
I have earned a permanent place at the office with an offer to remain as a Line Producer.  
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Workplace logs 
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                                                                                                                  MSJ043      
                                                                                                                                               
 

SELF-ASSESSMENT FORM 
 

The purpose of this survey is to obtain students input on how they think they have performed.  
 

Name of Intern: Shrabonti Suchandrima 
 

University ID: 162012024 
 

Name of the Institute/Organization: Half Stop Down Ltd. 
Corporate Office Address: Lift-3, House 2, Road 5, Block A, Niketan, Gulshan-1, Dhaka-1213 
Email: info@halfstopdown.com                 Web: www.halfstopdown.com 

 
 

1. During a typical week, approximately how many hours did you dedicate to your internship?  
- 48 hours 

 
2. Was your internship paid? If yes, how much?  

- Yes, I was paid 20,000/- taka only. 
 

3. Was your site supervisor available to meet when needed? Tick any one of the following.  
 

☐Not at all  ☐Slightly ☐Moderately  ☐Quite a bit  ☐A great deal  
 

4. Next, we would like to know how you were affected by your internship. Using the scale below, please indicate 
the degree to which participation in your internship experience increased or strengthened your abilities, attitudes, 
awareness or understanding in each of the areas identified:  

 
1=Not at all  2=Slightly 3=Moderately  4=Quite a bit  5=A great deal  

 
NO CRITERIA (Personal) RATING 
1 I have a sense of satisfaction in doing something worthwhile.  5 
2 I believe in my ability to make a difference.  4 
3 I am open to new experiences.  4 
4 I have gained the capacity to be more productive.  5 
5 I can recognize my personal strengths.  4 
6 I can recognize my personal weaknesses.  5 
7 I have a sense of personal achievement.  5 
8 I have the ability to persevere in difficult tasks  4 
NO CRITERIA (Social/Interpersonal Impact) 

 

9  I demonstrate concern for the welfare of others  4 
10 I can be understanding and appreciative of people with diverse backgrounds 5 
11 I have the ability to work cooperatively with others  5 
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12 I have the ability to communicate effectively  5 
13 I have increased my ability to be a leader  4 
14  I feel more connected to my community  5 
NO CRITERIA (Academic learning impact)  

 

15 I have acquired knowledge from the job duties I performed  5 
16 I have broadened my critical thinking skills (reasoning, problem solving) 4 
17 I have learnt the ability to work independently  4 
18 I feel my classroom learning was enriched  5 
19 I have the ability to connect academic subject matter to the real world.  4 
NO CRITERIA (EMPLOYMENT/JOB SPECIFIC IMPACT) 

 

20 I developed specialised technical skills for a specific job function  5 
21 I broadened my future employment possibilities  4 
22 I received an opportunity to explore a specific career  5 
23 I developed realistic ideas about the work world  5 
24 I narrowed my future possible career choices.  5 
25 What is your average score from this test?  4.5 

 

5. General Comments  
For all the questions I have answered, I have given either 4 or 5 which naturally concludes my experience at 
my workplace was overall productive and enjoyable. I took the effort to give the best I could and handled 
my responsibilities with passion.  

 
 

 

 
 

Signature of Intern 
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Professional Competencies 

My internship at Half Stop Down Ltd. has taught me skills especially as a Line Producer to excel 
anywhere I work in the future. The production process followed and the designation-specific job 
roles practiced in the company have equipped me to work with any production team around the 
world. I have enjoyed the experience I have gained here and I believe with time I’ll be able to 
develop on my strengths. At the beginning of one’s career, a good mentorship and supervision is 
essential. I feel privileged to have received that at Half Stop Down Ltd.  

The set of attributes I have earned here are mentioned below 

Knowledge 

§ Business- specific communication.  

§ Role of a Line Producer. 

§ Understanding of the industry. 

§ Preparing budget 

§ Writing pitch decks and proposals. 

§ Communication with different departments and clients. 

§ Pro-active participation throughout a project. 

§ Maintaining healthy relationship with all stakeholders. 

§ Clear understanding of production process and the chain of command.  

Attitude 

§ Discipline and organization 

§ Professional approach 

§ Stress management 

§ Multi-tasking 

§ Flexibility 

§ Patience 

§ Time-management 

§ Passion-driven approach towards work. 

§ Confidence  
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Skills 

§ Project Management 

§ Preparing budget and calendars 

§ Negotiation. 

§ Strategic planning. 

§ Problem solving. 

§ Team Management.  

§ Coordination skills.  
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Appendix 

 

 

 

 

Image 15.1: Screenshot showing me as the moderator for the Facebook page 
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Image 15.2: More conversations during the Nestle project 
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Image 15.3: The Juzt Jelly feedback loop. 

Image 15.4: Pitch deck made sent to the Producers. 
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Image 15.5: Discussing a T-shirt Design for Half Stop Down with the Producer and Costume Designer. 

Image 15.6: With an award won by the film ‘Rickshawgirl’ in Brussels, Germany. 



 76 

 

 

 

 

Image 15.7: A visual representation of me being constantly on the phone while everyone’s having fun. 

Image 15.8: Developing the ‘Golper Ghorbari’ Proposal for Bioscope. 
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THE END 


