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




Technical Officer

Job grade



Grade 5
Directorate/department/section

Television
Reports to



Senior Production Coordinator


Directly supervises


Technical Assistants
JOB PURPOSE (reason for job existing)

· To provide technical services in publicising events in assigned region and to ensure the quality of the technical support provided in the recording of speeches, community meetings and other public education forums.

· To provide sound recordings coverage of events for Portfolio Ministries, Agencies and Departments Island wide.

· To provide sound recordings coverage for coverage for Town Hall meetings organized by the Office of the Prime Minister and other Government Ministries Agencies and Departments.

KEY OUTPUTS (results, deliverables)

· Public address systems set up;

· Video projection system set up;

· Sound recording equipment in place;

· Taking digital photographs

· Index sheet produced.

PERFORMANCE INDICATORS (how success will be measured)

· Quality of sound recording;

· Quality of video footage;

· Quality of photographs taken

· Time taken to set up sound and video equipment at functions;

· Quality of driving;

· Performance targets set and monitored for each staff member;

· Performances assess and staff coached, trained and developed.

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· Assist in publicising upcoming events through the Town Crier system as assigned.
· Transport equipment and personnel to assignments as required
· Provide photography, video and audio tape recordings of events in the assigned region

· Provide multi-media projection services

· Set up required audio-visual equipment for video and sound recording at assignment venues and ensure that they are operational;

· Set up public address system and background music at events

· Ensure the proper care and maintenance of mobile unit and equipment;

· Train and supervise the work of Technical Assistant;

· 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)

· Custodial responsibility for equipment while on assignment;

· The job requires daily travelling to all parishes based on the schedule developed by the Agency and this includes weekends and Public Holidays.
REQUIRED COMPETENCIES (knowledge, skill and experience)

· 4 GCE “O” Levels or CXC level subjects, inclusive of Maths, English Language and History

· Computer competence

· Knowledge and understanding of video-taping, video projection, sound recording, photography and the operation of multi-media systems

· Knowledge of electronics and digital equipment is desirable

· General licence required and must have been driving for a minimum of two years.

· At least two years’ technical experience in the media 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)

