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 Editor

Job grade



Grade 4

Directorate/department/section

Production/Television

Reports to



Television Manager

Directly supervises


Writer/Producer/Presenters 
JOB PURPOSE (reason for job existing)

· To satisfy customer expectations, through the editing and production of television coverage of national events and the editing and production of news items, feature stories, programmes and public service announcements 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 and features edited;

· Television coverage edited;

· Public service announcements edited;

· Television programmes produced;

· Synergies in delivering Government’s messages achieved.

PERFORMANCE INDICATORS (how success will be measured)

· Quality of news, features, public service announcements and Jamaica Magazine;

· Level of customer satisfaction with news, features, public service announcements and Jamaica Magazine;

· Level of customer satisfaction with timeliness of delivering documentaries and features;

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

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

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· Plan annual, quarterly, monthly and weekly production schedules in liaison with the Television Manager;

· Draw up departmental roster for Writer/Producer/Presenters, ENG crews and ENG Editors in liaison with the Television Manager;

· Assign duties to Writer/Producer/Presenters, and to ENG crews in liaison with the Technical Supervisor;

· Give detailed assignment briefings to Writer/Producer/Presenters and ENG crews;

· Provide ideas and feedback to Writer/Producer/Presenters and ensure that they meet their reporting quotas;
· Generate ideas for covering major news stories;.

· Confirms content and accuracy of stories and features and approves technical quality before they are passed for broadcast;

· Review scripts before recording;

· Monitor studio productions and live broadcasts;

· Edit and quality assure all outputs including news, features, public service announcements and Jamaica Magazine;
· Ensure the legality and professional integrity of all output, including the verification of stories and sources, and avoid publishing potentially libellous copy;

· Ensure that the department makes the fullest use of its own and the archive/library material of other departments in the production of its outputs;

· Ensure that television station production staff receive the deliverables to the required standards and deadline for each project and job;

· 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 and full working knowledge of planning and editing television broadcasts and programme development.  A first degree level standard of education is required, preferably in Mass Communication;

· A skilled writer and editor.  Skill in resources management (staff, specialised equipment, material, financial) within a broadcasting environment.  Ability to meet production targets and schedules and ensure high levels of customer satisfaction;

· At least two years’ editing and supervisory experience and at least five years’ experience of presenting and reporting in the broadcasting 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)

