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



Senior ENG Editor

Job grade



Grade 4

Directorate/department/section
Production/Television/ENG Editing

Reports to



Television Manager

Directly supervises


ENG Editors (x4)






Graphic Artist

JOB PURPOSE (reason for job existing)

· To ensure that the department’s outputs are technically edited and produced to broadcast standard.

KEY OUTPUTS (results, deliverables)

· Television programmes edited;

· Evidence of creativity.

PERFORMANCE INDICATORS (how success will be measured)

· Level of customer satisfaction with quality of programme editing;

· Value added to original material through creative editing;

· Speed of technical production.

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· Ensure, in liaison with the Technical Supervisor and the Technician, that editing equipment is in excellent working order;

· Manage and supervise ENG Editors who are mixing and editing items and programmes, including sound, vision and graphics, in accordance with the Senior Editor’s guidelines; 

· Edit programmes as required;

· Ensure that programme material is packaged to conform with established broadcast standards before despatch to stations or other customers;

· Dub recordings to appropriate format for broadcast customers and clients;

· In liaison with the Television Manager and Senior Editor, ensure that output is delivered to customer production staff before all deadlines;

· Advise Senior Editor, Producers and/or Technical Supervisor where creative, technical or editorial improvements can be made in programme material and suggest ways of improving them;

· Evaluate and advise ENG crews on the technical and creative elements of their output;

· Identify and keep up to date video file sources for enhanced editing;

· Monitor the use of editing equipment and maintain service records in liaison with the Technician;

· Liaise with the Video Librarian when output is being indexed;

· Ensure the safe operation of all equipment in accordance with manufacturers’ instructions;

· 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)

· Main point of internal customer contact on production job progress and results;

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

· No budgetary responsibility;

· Responsible for safe and effective management and use of video editing equipment.

REQUIRED COMPETENCIES (knowledge, skill and experience)

· An “A” level standard of education is required. A qualification in Art or Design (at “A” level, Certificate or Diploma level) would be an asset;

· Strong pictorial sense in terms of colour, composition and visual continuity. Excellent hand/eye coordination. Understanding and full working knowledge of computerised edit controller and graphics system;

· Three years of practical experience of video editing is required plus at least another two years of supervisory experience.

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)

