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JAMAICA INFORMATION SERVICE

Output Focused Job Description And Specification
	Job Title
	Senior Writer, Producer, Presenter

	Grade
	Grade 4 

	Division/Department
	Electronic Production Division
Radio Department

	Reports to
	Radio Manager

	Manages
	Nil



THIS DOCUMENT IS VALIDATED AS AN ACCURATE AND TRUE DESCRIPTION OF THE JOB AS SIGNIFIED BELOW



Employee

Date


  

Head of Department/Division




Date

          
Date received in Human Resource Division
      

Date created/revised

A. Job Purpose
Under the supervision of the Radio Manager, the Senior Writer, Producer, Presenter is responsible for partnering with internal stakeholders to create, produce and present effective radio stories, features, items, programmes and public service announcements. The incumbent acts as a leader by mentoring and motivating peers to maintain high levels of artistic creativity in delivering Government’s overall communications programme.
B. KEY OUTPUTS

· News, feature stories, items and programmes produced;

· Public service announcements produced;

· Synergies in delivering government messages achieved;

· General and archival research conducted; 
· Scripts conceptualized, written and edited
· Production elements coordinated and implemented
· Presentational items written and voiced
· Distribution of scripts organized
C. KEY RESPONSIBILITES AREAS
Technical/Professional Responsibilities
· Plans and independently executes jobs assigned by the Radio Manager
;

· Collaborates with other departments to remain aware of and gain a full   understanding of Government’s annual communications plans and the calendar of national and other significant events 
· Conducts research before assignments in order to identify subjects, places and line of questioning;

· Conducts archive research, in radio and through other departments, in order to identify material that will support and add value to the planned item or programme;

· Conceptualizes, writes and edits interview scripts to strategically impact listeners with specific content on government programmes;

· Writes and delivers high quality and compelling special project reports and series

· Directs various personnel and talent to produce segments of news programmes
· Identifies persons, plans, prepares and conducts interviews;

· Ensures accuracy of stories and features;
· Coordinates and implements all elements of production such as program planning, crew assignment, technical set up and tear down, lighting, audio, directing and editing.

· Writes and voices introductions, closers, link pieces and other presentational items;

· Serves as lead script writer for studio and other features; 

· Directs and produces studio and other features;

· Produces radio programmes for transmission, mobile units and overseas Missions;

· Organizes the production and distribution of scripts, including those for outside broadcast (OBs) events;

· Ensures that sufficient material is well recorded for a high quality broadcast output;

· Ensures that the Radio Manager receives the deliverables to the required standards for each item or assignment;

OTHER RESPONSIBILITIES
· Performs any other related duties which may be assigned by the Radio Manager or required by JIS from time to time.
D. Authority
· Accountable for quality of written material
· Accountable for quality of production

· Accountable for quality of presentation

E. Performance Standards
· News, feature stories, items and programmes produced in accordance with required standards and within the agreed timeframe;

· Public service announcements produced to the required standard and within the agreed timeframe;

· Synergies in delivering government messages facilitated and maintained;

· Comprehensive general and archival research conducted within the stipulated time frame; 

· High quality scripts conceptualized, written and edited in keeping with industry standards
· Production elements effectively and efficiently coordinated and implemented

· Presentational items written and voiced according to established guidelines
· Distribution of scripts efficiently organized and undertaken within the agreed timeframe
F. Required Competencies

CORE
· Excellent oral and written communication skills.

· Excellent interpersonal skills

· Excellent customer relations skills

· Good decision making skills

· Good planning and organizing skills

· Leadership skills
· Team building skills
TECHNICAL
· Excellent creative writing and editing skills
· Excellent knowledge of planning, writing, presenting and producing radio items and programmes 
· Excellent skill in news and features presentation within a radio environment.

· Ability to use portable sound recording machines
G. Minimum Required Qualification And Experience

· Bachelors Degree in Mass Communications, Journalism or equivalent qualifications
· At least four (4) years experience in writing, producing, presenting and reporting in the broadcasting industry 
H. Internal Contacts 

	Contact 
	Purpose of Communication 

	Radio Manager
	To provide information and  receive direction and guidance

	Writer/Producer/Presenter
Studio Technicians
	To provide guidance and collaborate on issues related to achieving high quality scripts and productions 

	Other staff
	To collaborate and share information relating to Government’s communications programme


I. External Contacts
	Contacts
	Purpose of Communication

	Office of the Prime Minister
	Regarding news, feature stories, public service announcements

	Other Ministries/Departments/Agencies 
	Regarding news, feature stories, public service announcements 

	Members of the public/Viewers
	Regarding feedback on Government’s programmes and activities


J. Special Conditions Associated With The Job
· Required to work beyond normal working hours, on weekends and public holidays 
· Required to travel locally
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