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Producer, Radio (Continued)

San Bernardino Community College District

Producer, Radio
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, hosts broadcasts and acts as on-air talent for assigned programs; gathers weather, traffic, breaking news, promos, and underwriter information from a variety of sources and broadcasts them on assigned programs; plans, produces and broadcasts a variety of live, special or recorded shows or programs; participates in fund-raising activities; and coordinates the various aspects of producing radio and television programs including equipment set-up and scheduling, legal clearances, broadcast scripts, interviews, on-air hosting and announcing.
This is the full journey level class within the Radio Producer series. Employees at this level receive only occasional instruction or assistance as new or unusual situations arise, and are fully aware of the operating procedures and policies of the work unit. Positions allocated to the Radio Producer class level are distinguished from the Senior Radio Producer in that positions allocated to the Senior Radio Producer level perform the most difficult and responsible types of duties assigned to classes within this series including planning, organizing, coordinating, and overseeing the production of special remote radio programs as well as serving as a lead worker providing training, guidance, and assistance to other radio staff.
representative Duties

The following duties are typical for this classification.

1. Hosts broadcasts and acts as on-air talent for assigned programs; gathers weather, traffic, breaking news, promos, and underwriter information from a variety of sources and broadcast them on assigned programs.

2. Develops, produces, and edits a variety of radio and television programs, such as music, news, public interest, special features and/or public affairs. 

3. Prerecords programs by formatting, narrating, announcing, recording and editing with cue information for the on-duty operator.

4. Initiates story ideas and concepts for special programs and features, taking pieces from research and development through editing and delivery. 

5. Establishes and maintains relationships with a broad spectrum of contributors, cultural organizations, business and community leaders; arranges for interviews and special live broadcasts. 

6. Maintains currency with local, national and international news, especially as it relates to local business, finance and the economy and/or trends in the various music formats.

7. Coordinates the production of special remote radio programs, making all necessary arrangements including equipment and personnel scheduling, equipment set-up, legal & copyright clearances, broadcast scripts, guests and hosts.

8. Organizes and prepares proposals for producing special programs and submits to station management with recommendations.

9. Works with appropriate staff to plan and implement station fund-raising events.

10. Assists radio and television station staff in the production of promotional materials and spots promoting the radio programs.

11. Prepares calendar of community and college cultural events.

12. Assists in maintaining music catalog and library by filing, inspecting and ordering media. 

13. Operates various station broadcast, production and editing equipment.
14. Perform related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Principles and techniques of radio programming production, especially in the fields of music, cultural and performing arts, news, features and public affairs.

Communications and media technologies, including systems and procedures related to radio broadcasting.

Principles and practices used in interviewing sources and developing and editing stories for news broadcasts.

Principles and practices of designing and producing radio broadcasts.

In-studio and remote radio broadcast equipment operation, digital production techniques

Traditional and contemporary cultural and performing arts.

Principles and procedures of record keeping.

English usage, spelling, grammar, and punctuation.

Pertinent federal, state, and local laws, codes, and regulations including copyright laws and restrictions and FCC rules and regulations pertaining to station operations.

Ability to:

Coordinate program production including arranging for equipment, set-up, personnel, legal and copyright clearances, scripts, guests and hosts.

Host and write scripts for music, fine arts, features, news and public affairs broadcasts.

Produce and direct a variety of broadcasted programs.

Research and obtain a variety of news and information from outside sources and determine appropriateness for broadcasting purposes.

Operate a variety of station broadcast, production, and editing equipment.

Speak and enunciate clearly in a pleasant and professional manner.

Plan and organize work to meet changing priorities and deadlines.

Interpret and apply federal, state and local policies, procedures, laws and regulations.

Respond tactfully, clearly, concisely, and appropriately to inquiries from the public, press, or other agencies on sensitive issues in area of responsibility.

Work independently in the absence of supervision.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of 60 units of college level coursework in telecommunications, communications, journalism, English, music theory, fine arts or a closely related field; two years of directly related experience may substitute for one year of education.
Experience:
One year of experience in broadcast operations including on-air radio announcing and production of music programming, radio features and/or public affairs programs.

License or Certificate:

Possession of, or ability to obtain the necessary FCC Broadcast Permits.

Possession of an appropriate, valid driver’s license.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a standard office setting; exposure to noise and electrical energy.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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