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



Reporter
Job grade



Grade 5

Directorate/department/section
Production/Editorial
Reports to



Managing Editor
Directly supervises


None

JOB PURPOSE (reason for job existing)

· To cover and write Government news releases, features and the weekly Bulletin Board and in doing so to achieve synergy with other JIS departments in terms of delivering Government’s overall communications programme.

KEY OUTPUTS (results, deliverables)

· News releases covered and written;

· Features investigated, researched and written;

· Bulletin Board articles written.

PERFORMANCE INDICATORS (how success will be measured)

· Level of Senior Editor’s and Managing Editor’s satisfaction with news stories, features and Bulletin Board pieces;

· Percentage of output adding value to the output of other Reporters and departments;

· Percentage of output supporting Government’s overall communications programme.

MAIN DUTIES AND RESPONSIBILITIES (job activities)
· Write news stories, features and Bulletin Board articles;

· Cover assignments, investigate stories, backgrounds, carry out interviews, check sources and write news releases;

· Compile and incorporate supplemental material and background information from a range of sources, such as files, reference libraries, and/or individual knowledgeable sources, as appropriate
· Research information on Government’s policies, programmes and projects for news features;

· Work closely with the Public Relations department in order to understand Government’s policy, programme and project priorities and activities;

· Develop and maintain reliable sources in areas covered;

· Inform Managing Editor and Senior Editor of late breaking stories in relation to production deadline planning;

· Coordinate with Photographers in the coverage of assignments and the writing of news releases and stories;

· Ensure that the Senior Editor receives copy for edit and review early enough for copy deadlines to be met;

· Ensure the fullest use of editorial, phot0graphic and the archive/library material of other departments in the production of its outputs;

· 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; 

· No staff responsibility.

REQUIRED COMPETENCIES (knowledge, skill and experience)

· Understanding and full working knowledge of newspaper or news agency computerised text editing systems. A first degree level standard of education is required, preferably in Journalism, Public Relations, Mass Communication, English or the Liberal Arts. A post graduate qualification in Journalism is highly desirable although not essential;

· Able to communicate plainly and clearly in writing under deadline. A skilled interviewer, reporter and writer. Able to recognise a “story” within the context of an overall editorial policy. Able to quickly read and review large quantities of written material in order to identify a story. Ability to meet production schedules and ensure high levels of customer satisfaction;

· At least two years reporting 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)
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