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




Engineer
Job grade



Grade 5
Directorate/department/section

Production/Television

Reports to



Director of Production/Manager Television

Directly supervises


None

JOB PURPOSE (reason for job existing)

· Performs all tasks for comprehensive maintenance and repair of the broad spectrum of electronic, electrical and mechanical audio/visual equipment used in the Agency. This broad spectrum of equipment ranges from simple items that are electrical/mechanical in nature, to complex integrated electronic controlled devices with multiple interrelated subsystems that must be dealt with on a coordinated basis.

KEY OUTPUTS (results, deliverables)

· Radio and Television Studios operational

· ENG Editing Suites operational

· Video-cameras, tape-decks, multi-media, close circuit and public address systems operational

· All electronic/electrical equipment in excellent working order.

PERFORMANCE INDICATORS (how success will be measured)

· Radio and Television Studios downtime

· ENG Editing Suites downtime

· Other electronic/electrical equipment downtime

· Equipment maintenance and repair costs as against budget.

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· Maintain and service all electronic, electrical and mechanical audio/visual equipment for the Television, Regional Services and Radio Departments, including tape decks, video-cameras, mixing boards, multi-media and close-circuit television equipment, public address systems and VCRs.  

· Arrange in liaison with the respective Production department manager for minor items, and the Director of Administration and Human Resources for major items, to effect the required repairs to equipment and machinery 

· Advise the Director of Administration and Human Resources on the nature and level of spare and replacement parts to be procured for stock

· Responsible for the repair, modification, maintenance, installation and testing of a full range of makes and models of electronic, electrical and mechanical equipment used in the Agency, including disassemble, clean, lubricate, and repairs of said equipment
· Prepare stock requisition for authorisation by the relevant Production department manager 

· Draw stock from the technical stores in accordance with authorisation

· Monitor day to day operation of the technical stores

· Monitor record of equipment movement
· Ensure proper lighting for all shoots and studio work;

· Obtains price quotations and schedule satellite uplink and various other video production equipment as assigned;

· Coordinate the use of appropriate equipment, personnel and facilities needed for program production;

· Maintain up to date inventory on all equipment in his possession, including details of equipment type and usage, department to which the equipment belongs, manufacturer, model number, serial number, date equipment was given to him for repairs and maintenance, current condition, repair costs to date, approximate current value, 

· Develop routine maintenance schedules and protocols for all equipment based on manufacturers’ standards and equipment requirements

· Conduct on-going planned maintenance programme on all equipment as scheduled, emergency maintenance as necessary, and documentation of appropriate records

· Calibrate and troubleshoots equipment to ensure they operate properly and are in compliance with all applicable codes and standards, including check and adjust alignment of video cameras and editing desks

· Use standard electronic test equipment and specialized test devices to evaluate equipment operation and to test, study, analyze, and diagnose equipment problems.

· Considers alternative resolutions to problems selecting the most effective corrective actions, and based on sound electronic principles occasionally recommends a new approach or technique

· Repair electronic and electrical audio/visual equipment, evaluating and replacing or rebuilding worn and failed components and assemblies

· Maintain workshop so that it is in a clean and orderly condition

· Operate teleprompter

· Teach end-users in basic correct equipment usage and operation.

MAIN DUTIES AND RESPONSIBILITIES (job activities, continued…)

· Ensure all batteries are charged and ready for use, in line with manufacturers’ recommendations

· 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 staff responsibilities

· No budgetary responsibility;

· Responsible for safe and effective operation of the Agency’s equipment;

· Responsible for working within maintenance and planned replacement budget

REQUIRED COMPETENCIES (knowledge, skill and experience)

· Certificate or Diploma in electronics, engineering or electronics repair work

· Good working knowledge of the theories, techniques and application of electricity, electronics and physics, and good hands-on practical experience and knowledge of operating, troubleshooting, and servicing electronic devices.

· The ability to read and interpret technical manuals, schematic diagrams, assembly drawings, and specification data.

· Ability to interpret and use manufacturers’ guidelines and standards, equipment maintenance guidelines, and service manuals.

· Skill in the use of electronic test equipment, hand tools, small power tools, in repair and maintenance applications

· Knowledge of inventory procedures 

· Able to diagnose technical problems and repairs within limits of departmental workshop facilities.  Able to carryout simple repairs and adjustments in the field. Able to check and verify quotation for repairs by more specialised facilities. Able to develop and implement a planned maintenance schedule.  Abe to set up and operate a simple database (equipment inventory).  Possesses a general driver’s license  

· At least two years’ experience of electronic repairs and maintenance in a broadcasting environment

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)

