

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



Deputy CEO and Director of Productions
Job grade



Grade 2A

Directorate/department/section
News and Information/Editorial
Reports to



Chief Executive Officer

Directly supervises


Computer Services Manager

                                                    Radio Manager

                                                    Television Manager






Administrative Assistant

JOB PURPOSE (reason for job existing)

· To develop and effectively manage the relationships between the Agency and the principal offices of the State by coordinating the communication strategies on behalf of the Agency for the Office of the Prime Minister, Office of the Governor General and Opposition Leader.  
· To direct the work of the Computer Services, Radio and Television Departments.

KEY OUTPUTS (results, deliverables)

· News releases produced;

· Features produced;

· Synergies in delivering Government’s messages achieved;

· Costs controlled;

· High performing staff.

PERFORMANCE INDICATORS (how success will be measured)

· Percentage output of communication strategies completed based on signed agreements with clients
· Number of briefs submitted to the Permanent Secretary on a quarterly basis
· Number of Issues and Answers programmes developed
· Number of programmes produced for PBCJ
· Number of strategies completed as agreed by the Agency
· Performance targets set and monitored for each staff member;

· Performance assessed and staff coached, trained and developed.

MAIN DUTIES AND RESPONSIBILITIES (job activities)
· The development of a written programme of work and or plan of action for the effective and efficient execution of the duties required to meet the objectives of the position.

· Host weekly interview programme with Government Officials in Issues and Answers by:

1. Determining government policies and programmes to be explained 

2. Confirming guests  - Ministers, Permanent Secretaries and/or Chief Technical Directors/Technocrats

3. Prepare for 15-minute interview
· Liaise with OPM, Government Ministers, JIS Production Departments and mainstream media to coordinate special broadcasts to the nation within one week of the broadcast date.
· Assist in the management of special communication projects as requested by the CEO:

· CCJ

· Economic Recovery Programme

· PetroCaribe

· To provide two training and coaching sessions for the year to all media-production areas – Television, Editorial, Radio – and to conduct special courses for staff in these departments.
· To maintain a healthy work environment for the Division:

· Coaching programmes for at least one member of staff for the year

· Conduct performance appraisals for Managers twice each year
· Identifying training needs to build capacity 
· Provide consistent and regular feedback/updates to the CEO on progress, developments, and problems in relation to the tasks associated with the position and on strategic and operational matters impacting the Agency and the national issues.

· Regular meetings and other forms of communication with stakeholders in the named principal offices of the State and the media to ensure the effective discharge of the duties attached to the position.

· Regular follow-up and interface with Department Managers and other Agency staff to ensure the efficient execution of the Agency’s core and non-core jobs on behalf of the principal offices of the State including forecasting and planning for upcoming activities/assignments related to those offices.
· Proper planning, efficient implementation and good management of systems and activities for the coordination of media participation and the Agency’s input in major State/Government of Jamaica events in which the JIS has responsibility for media coordination and public information.

· Provide communications/public relations services through the production of PR Briefs in concert with the CEO to the OPM at least bi-monthly through the Minister.

· Provide PR Brief to the Permanent Secretary quarterly or as needed and apprise her of the communications strategies being implemented by the JIS for OPM and/or OPM Agencies.
· To meet monthly with the Governor-General to offer communications advice and assist in coordinating communication activities for the office.
· To provide communications advice and services to the Public Sector Transformation Unit as well as the Modernisation Division in the Cabinet Office.
· Open communication and team building activities including monthly departmental meetings to ensure objectives and targets are met.
· 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)

· Designated as an Accountable Officer within the terms of the Finance, Administration and Audit Act;

· Main point of customer contact within the department;

· Major responsibility for JIS revenue;

· Authorised to issue stores requisitions for the department;

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

REQUIRED COMPETENCIES (knowledge, skill and experience)

· Understanding and full working knowledge of word processing systems and newspaper editorial production systems, including page make-up. A masters level standard of education is required, preferably in Journalism, Public Relations, Mass Communication, English or the Liberal Arts. A post graduate qualification in Journalism is highly desirable although not essential;

· Able to communicate plainly and clearly in writing and able to edit the work of others to the same effect. A skilled interviewer, reporter, writer and editor. Able to recognise a “story” within the context of an overall editorial policy. Skill in customer relationship management and business development within a newspaper or news agency environment. Skill in resources management (staff, specialised equipment, material, financial) within a newspaper or news agency environment. Able to design and implement robust departmental operating procedures. Ability to meet production targets and schedules and ensure high levels of customer satisfaction;

· At least ten years management experience in the newspaper or news agency 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)
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