Jamaica Information Service

JOB DESCRIPTION
(Job content in JIS is dynamic, is subject to continual review and change according to our business needs, and will require this job description to be updated from time to time. However, staff are expected to comply with the reasonable instructions of their managers and supervisors at all times, irrespective of the inclusion, or not, of an express clause in their job descriptions. Job descriptions are intended to be used as a guide and not as a mechanism to inhibit our flexibility to respond to our customers). 

Job title



Photographic Supervisor
Job grade



Grade 4

Directorate/department/section
News and Information/Editorial/Photographic
Reports to



Managing Editor

Directly supervises


Photographers (x5)






Lab Technicians (x2)






Photo Librarian

JOB PURPOSE (reason for job existing)

· To ensure that photographic assignments are carried out and that output from the photographic section is produced to deadline, stored in line with JIS’s systems and sold in order to meet sales targets.

KEY OUTPUTS (results, deliverables)

· Photographers assigned;

· Images produced;

· Images sold.

PERFORMANCE INDICATORS (how success will be measured)

· Percentage of times photographers cover assignments;

· Quality and timeliness of photo production;

· Percentage of sales targets met;

· Ease of access to material in photo library

MAIN DUTIES AND RESPONSIBILITIES (job activities)
· Assign Photographers to cover events in liaison with the Editorial Supervisor;

· Where Photographers are covering an event in the absence of a Reporter, liaise with the Senior Editor to determine the information that the Photographers must elicit in order for a caption or accompanying story to be written;

· Monitor and control all portable photographic equipment including camera bodies, lenses, flash guns, lighting equipment and tripods, including an allocation book showing equipment assigned to each photographer;

· Monitor the operation and security of the photo processing system, peripherals and office based photographic equipment such as enlargers, printers and cameras;

· Explore options for new and improved image production and delivery methods using digital cameras and computer technology. Agree changes with Managing Editor and Information Technology Manager and implement them;

· Supervise the work of the Lab Technicians in order that all output is produced in usable form and is then delivered to editorial and/or customers as appropriate;

· Ensure that Lab Technicians complete the daily work book in accordance with operating procedures;

· Supervise the work of the Photo Librarian in order that all output is examined, indexed and stored so as to be accessible to editorial and staff of other production departments;

· Ensure that Photographers know the deadlines for the Sub Editor receiving images for review and captioning, early enough for copy and output deadlines to be met;

· Liaise with other departments and attend production meetings as required in order to achieve synergy amongst all outputs in terms of Government’s communications programme;

· Liaise with Archivist in Research to ensure that copy is read, indexed and stored in accordance with JIS archive, index and retrieval system;

· Develop, with the Managing Editor, the photo sales business of the section in line with sales targets by identifying business opportunities for which a market exists;

· Develop a business case (likely revenues, costs and investments in equipment) for new products and services. These might include, for instance, winning contracts with Government Ministries and Departments for producing their photo ID cards;

· Ensure there are sufficient photos in stock to meet demand;

· Ensure, in liaison with the Financial Controller, that appropriate cash collection and other payment systems are in place for photo sales;

· Carry out such other duties and responsibilities, appropriate to this post, as may be required by the JIS from time to time.

JOB DIMENSIONS (authority, scope and impact of job)

· No budgetary responsibility; 

· Responsible for staff disciplinary matters up to and including the verbal warning stage.

REQUIRED COMPETENCIES (knowledge, skill and experience)

· Understanding of photo processing systems, photography and computer based communications. An “A” level standard of education is required; 

· Able to communicate plainly and clearly in writing. Skill in resources management (staff, specialised equipment, material, financial) within a newspaper or news agency environment. Able to design and implement robust departmental operating procedures. Ability to meet production targets and schedules and ensure high levels of customer satisfaction;

· At least five years production and supervisory experience in the newspaper or news agency industry.

VALIDATION

This job description was prepared by _________________________(name) on __________(date)

This job description is validated as an accurate and true description of the job when the CEO signs below:

I have validated this job description _____________________(signed, CEO) on _________(date)

