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 the Agency’s flexibility to respond to its customers). 

Job title




Production Assistant

Job grade



Grade 6

Directorate/department/section

Production/Television

Reports to



Senior Editor
Directly supervises


None

JOB PURPOSE (reason for job existing)

· To perform a variety of technical duties involved in the design and production of audio and visual presentations in the Television Department aimed at informing the public of government’s policies, programmes and activities
KEY OUTPUTS (results, deliverables)

· Paperwork produced and filed;

· Assisting in research and writing of scripts;

· Preparation of studio for video tape recordings;

· Use of teleprompter, video cameras;
· Assisting in post production activity 

· Diaries maintained;

· Departmental manager and staff supported.

· Checking copyright issues

PERFORMANCE INDICATORS (how success will be measured)

· Assistance provided to Television Manager, Senior Editor and Writer/Producer/Presenters;

· Speed at which interviews are scheduled and confirmed;

· Quality of technical assistance;

· Quality of message taking;

· Satisfaction of departmental manager and staff with support provided
MAIN DUTIES AND RESPONSIBILITIES (job activities)

· Set up interviews and file shoots

· Maintain subject and contacts file for Writer/Producer/Presenter
· Assist Writer/Producer/Presenter with logging of video tape after assignments
· Provide props and other material for shoots

· Interviews, reporting, presenting

· Voice scripts

· Assist in sound or video recording or ENG editing

· Assist in the maintenance of video and sound library

· Assist producer as directed during any stage of production

· Assist in preparation of studio for taping

· Co-ordinate and communicate the production resources and facility arrangements to the Television Manager and Senior Editor as required;

· Checking copyright issues for material to be used in the production process and ensuring royalties are paid when required;
· Attend planning meetings as directed by the Television Manager or her designate;

· Undertake preliminary research for material to be used in the Jamaica Magazine programme when requested;
· Research and write script for feature or news stories

· Give support to Writer/Producer/Presenters and other members of the production team;

· Produce interview schedules with subject matter specialist as directed by the Television Manager;

· Assist Senior Editor in the production of the news on a daily basis

· Assist with the writing of and utilization of interview scripts;

· Assist with writing and delivering special project reports and series

· Under the direction of the Television Manager:

· Cover assignments on location and in the studio;

· Liaise with Producers in order to set up shoots;

· Operate studio cameras in accordance with the Producer’s, floor manager’s or control room’s instructions;

· Ensure that sound is recorded to broadcast standard in accordance with Videographers, Producers and programme schedules

· Make programme arrangements as directed by the Television Manager and Senior Editor;

· Liaise between the Television Manager, Senior Editor, Writer/Producer/Presenters and the Technical team;

· Assists in researching and writing scripts as directed by the Television Manager;

· Undertake minor productions at the direction of the Television Manager;

· Assist in editing from directions provided by the Television Manager, Senior Editor, Senior ENG Editor and Writer/Producer/Presenters;

· Assist in providing for proper material to be available for the programmes, including visual and audio materials and assisting Writer/Producer/Presenters as required;
· Prepares the studio for video tape recording, which includes assisting with adjusting lights, placing sets and props in specified locations, and setting up cameras;
· Talks with guests, agency representatives and others; provide information and assistance during production as required
· Anticipating situations and acting/advising appropriately;
· Label daily production tapes before dispatch to media houses;
· Be an excellent ambassador for the department, especially when dealing with customers and their representatives;

· Carry out 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 responsibility;

· No budgetary responsibility.

REQUIRED COMPETENCIES (knowledge, skill and experience)

· Certificate or Diploma from a recognised institution in Film, Photography or Visual Arts;

· Understanding and full working knowledge of broadcast standard videography and sound recording

· Knowledge and understanding of sound recording and studio equipment including the use of computerised and mechanical mixing, editing and recording systems. Understanding of television production environment. Able to maintain sound equipment and systems to user defined levels;
· Basic understanding of camera equipment.
· Knowledge of the methods, materials and techniques used in researching and writing for television programs

· Knowledge of current broadcasting and video techniques;

· Full understanding of the user technical aspects of ENG equipment and its maintenance needs.
· Knowledge and understanding of office filing and retrieval systems;

· Understanding and working knowledge of Microsoft Office, including Word, Excel, PowerPoint, Microsoft Fax and Outlook Express;

· Ability to meet customer needs in a consistently helpful and courteous manner

· Knowledge of editing systems and Television production equipment;

· At least two years of production experience in a fast paced media 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)

