Producer CATV (Full time)
SUMMARY Responsible for the production and creation of relevant local programming. Ensures all programming meets all legal, regulatory and company requirements, supports the department business plan, KPIs, operational standards and company objectives. Promotes a positive image of [company] through all production and community relations activities.

KEY RESPONSIBILITIES
· Pre-Production: Responsible for script development, set design, as well as booking talent, resources, crew and equipment. Verifies all copyright, legal, regulatory and company requirements are met. Completes site check for location shoots to verify production requirements and safe working environment. Communicates air date to all involved.

· Production: Coordinates, and executes mobile, ENG or EFP, and studio productions. Provides complete coaching and training for crew, including volunteers, coop students and community members. Follows prescribed production standards.

· Post Production: Responsible for post production activities, including editing, producing program promo, and post production review with crew; ensuring all production deadlines are met and paperwork is completed in database. Ensures all production resources are returned to proper location and production areas are neat and organized. Promptly notifies relevant staff if there are any problems with equipment

· Training: Identifies all opportunities for training before, during and after productions. Works alongside coop students and volunteer crew demonstrating production techniques. Establishes a positive environment for crew to learn and grow in their roles assisting them in expanding their television production skills. 

· Safety: Adheres to all company and industry safety standards. Promotes safe working practices. Completes all necessary forms and reports any deficiencies or occurrences immediately. Stays current with all necessary safety training. Is a “competent person” as defined by health and safety legislation.

· Vehicles: Completes safety checks, circle checks and reports any deficiencies immediately. Arranges for regular maintenance of assigned vehicle. Restocks supplies and maintains the overall appearance of the vehicle, inside and out.

· Branding and Promotion: Ensures consistent application of Company image, logo and identification as per the Company standards. Identifies opportunities for Branding and company promotions within the community. Seeks opportunities to leverage company and department profile through internal and external partnerships, sponsorships and production activities.

· Community Relations: Participates in community relations activities of the channel and company. Supports marketing and technical initiatives through community contacts. Identifies opportunities for positive community relations. Acts as a company ambassador at all times.

· Administration: Maintains accurate records and statistics for department reports and planning. Attends and participates in production meetings.

· Staffing: Recruits, orients, trains and supports volunteers. May assist Supervisor and Manager in the training and managing of other staff, as required.

· Performs other duties as assigned. 

· As part of their work, employees must take all necessary measures to ensure their own health and safety, and that of their co-workers and the public in general. They must use available personal protective equipment at all times, and comply with all Health & Safety instructions, guidelines, policies and procedures issued by the Company.

· To support [company]’s ultimate goal of providing excellent service to current and potential customers, the incumbent must be constantly attentive and responsive to both external and internal customers’ needs and assist in the resolution of any issues or concerns in a timely and professional manner while ensuring that the solution meets the customer’s needs.


ACADEMIC TRAINING
· Completion of a post-secondary degree or certificate in television production or related experience, is required


WORK EXPERIENCE
· Minimum 3 years experience working in audio/video production, is required.

· Community television experience, would be preferred.


SPECIFIC COMPETENCIES
· Demonstrated skills in the following: studio lighting, audio principles, directing, graphics and editing, is required.

· software, email, Outlook and a web browser, is required. Intermediate proficiency with MS Office

· Possess valid Ontario Class G drivers licence, is required.

· Strong customer service and relationship management skills, are required.

· Excellent interpersonal, written and verbal communication skills, is required. 

· Ability to learn and assimilate new information, and apply it correctly to on-going work issues, is required.

· Ability to contribute to and maintain a supportive team environment, is required.

· Detail orientation, accuracy and thoroughness, with well-developed organizational skills, are required.

· Self-motivated with the ability to take initiative in identifying and resolving problems using established procedures, policies and guidelines, is preferred.

· Strong ability to multi-task and meet conflicting deadlines, is required. 

· Ability to maintain a positive consistent relationship with management, co-workers and customers.

· Ability to resolve conflict situations in both external and internal customer service situations, is required.

· Demonstrated ability to take initiative to identify- and resolve problems independently while still recognizing the impact on others, is required.

· Ability to monitor own work for quality, is required.


PHYSICAL DEMANDS AND VISUAL ACUITY
· Required to carry and lift at least 20 kg. and work up to 5 metres above the ground.
