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



Audio / Visual Librarian

Job grade



Grade 5
Directorate/department/section
Production / Television

Reports to



Television Manager

Directly supervises


One (1) – The Assistant to the A/V Librarian
JOB PURPOSE (reason for job existing)

· To ensure that staff of Television and other production departments are easily able to locate departmental archive material. 

KEY OUTPUTS (results, deliverables)

· Internal customers satisfied in terms of ease of access.

PERFORMANCE INDICATORS (how success will be measured)

· Percentage of video material indexed and archived.

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· Identify, with the Television Manager, Senior Editor, Senior ENG Editor and Producers, material suitable for filing; 

· View, index and file library material;

· Retrieve and provide library material for use on request; 

· Short list video footage;

· Manage video library, including records of location of all footage;

· Carry out research in the video library as requested;

· Ensure that unauthorised persons do not have access to library video footage;

· Liaise with the JIS Archivist in Research to ensure that the common indexing system is adhered to;

· 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 supervisory responsibility;

· No budgetary responsibility.

REQUIRED COMPETENCIES (knowledge, skill and experience)

· Knowledge and understanding of research methodologies, the use of search engines and library systems. Knowledge and understanding of computer databases including their development and data mining. An “A” level standard of education in English, History or Computer Studies is required;

· Able to understand the information needs of a news and information agency and to respond to research enquiries.  Able to use indexing systems that increase understanding and access of available material. Able to write effective research reports;

· At least two year’s experience of successful research work and/or database management in a news and information or academic 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)

