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San Bernardino Community College District

Program Manager, KVCR
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 direction, oversees and participates in the day-to-day coordination, programming, and broadcasting operations of the District’s television or radio station; identifies, reviews, recommends, and schedules appropriate programming; prepares public information materials; develops and recommends long-range programming goals and objectives; and ensures station automation is programmed and working correctly.
representative Duties

The following duties are typical for this classification.

1. Identifies, reviews, and recommends programming from a wide variety of sources that meets established station criteria and FCC regulations.

2. Previews and reviews summaries of a large number of available programs to determine appropriateness, content, and costs; compiles and prepares written evaluations on programs.

3. Writes, reviews, edits, and distributes a variety of promotional and information material including listing descriptions, program guide, press releases, and advertising.

4. Consults and coordinates with program suppliers, representatives of other stations, community groups, groups from newspapers and other publications, faculty, and staff on matters related to programming, public information, and program copyright.

5. Receives and responds to inquiries and requests in a courteous manner; provides information within the area of assignment; resolves complaints in an efficient and timely manner.
6. Responds to emergency calls to resolve programming or operational programs that may occur during broadcast hours or off-duty hours when necessary.

7. Supervises and operates stations’ computer communications with other agencies; develops computer usages for broadcast and promotional requirements.

8. Designs, produces, and maintains a variety of schedules, documents, and/or logs related to area of assignment; researches, organizes, and maintains records on a wide variety of program sources.

9. Produces television or radio programs as assigned.

10. Serves as lead worker with assigned station personnel as necessary.

11. Works with other station personnel to coordinate simulcasts and promotions.

12. Performs 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:
Operations, services, and activities of a public television and radio station.

Methods and techniques of long and short-range programming.

Sources of instructional and public television or radio programs.

Structure and operations of the public television or radio system.

Rules and guidelines of program copyright relating to usages of programming available to the station.

Cable television.

Principles and procedures of budget systems.

Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.
Principles and procedures of record keeping.

Principles of supervision and training.
English usage, spelling, grammar, and punctuation.

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

Ability to:

Evaluate the content and suitability of television or radio programs for local broadcast.

Develop and prepare promotional materials.

Develop and modify schedules to meet network changes, emergency situations, and local priorities.

Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.
Meet critical deadlines while working with frequent interruptions.

Oversee assigned staff as necessary.

Plan and organize work to meet changing priorities and deadlines.

Work independently in the absence of supervision.

Understand and follow oral and written instructions.

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:
A Bachelor’s degree from an accredited college or university with major course work in broadcasting, communications, journalism, English, or a related field; two years of directly related experience may substitute for one year of education.

Experience:
Four years of programming experience.
License or Certificate:

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.

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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