
Playback Technician

Part-time, career position.

For current salary range see pay schedule

Includes benefit package.

20-40 hours per week;

schedule to be arranged.

Assists the Programming Coordinator in day-to-day playback, cataloging, encoding of program content, and monitoring live programs.  Must be available early mornings, weekends, and evenings.  Schedule may vary depending upon production needs.

Typical Duties (may include but are not limited to the following):

· Loads and operates VTR’s for playback, recording, and dubbing of programs.

· Operates computer equipment and maintains accurate records.

· Assists the Programming Coordinator in managing the videotape library.

· Enters encoded programming in the daily schedule.

· Dispenses media stock for members and staff.

· Oversees preparation of dubs of programming when requested.

· Monitors the channels and adjusts TBC’s and audio to insure quality.

· May ride audio levels if necessary.

· Helps to edit and create station ID’s and promo videos.

· Creates on-cable graphics.  Coordinates and receives information for creation of Community Calendar.  Corresponds with public regarding calendar policy and other calendar inquiries.

· Maintains files for playback and dub requests.

· Logs program play outs.

· Updates website.

· May from time to time participate in staff productions.

· Substitutes for the Programming Coordinator during vacation and other absences.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS
Knowledge, Skills and Abilities:
Working Knowledge of:
· Standard office computers and software programs.

· Master control equipment and playback systems, including basic hard drive editing systems, video graphics systems, and character generators.

Demonstrated Ability to:

· Monitor the channels and adjust video and audio levels if neces​sary.

· Operate video edit systems.

· Train interns, volunteers, temporary staff, and other less experienced workers.

· Work creatively and flexibly in a team environment, operating autonomously under minimal supervision, but accepting direc​tion, supervision, and guidance when appropriate.

· Pay attention to details and organize files and records.

Additional Requirements:

· Must be available for work early mornings, evenings, and weekends. 

· Must be punctual for scheduled work assignments.

DESIRABLE QUALIFICATIONS
· Ability to communicate in Spanish.
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