Ty CODE NO. 60621
RADIC AND TELEVISION

OCCUPATIONAL GROUP [236]

GROUP III - PROGRAMMING [236.3]

PROGRAM PRODUCER

Duties and Responsibilities

This is a professional class of positions involved in radio and television (TV)
broadcasting. There are three Assignment Levels within this class of positions.
All personnel perform related work. The following are typical assignments within
this class of positions.

Assignment Level T

Under supervision, assists in the production of radio and/or television programs.

Examples of Typical Tasks

Selects, edits and adapts original work for radio/TV presentation, including
choocsing, cutting or eliminating musical bridges, casting and making casting
adjustments, and adjusting scripts to assure proper pacing and timing.

Supervises, assigns and schedules the work of operations, production and film
personnel.

Prepares advance program logs and daily operations logs; checks program
production reports and incorporates necessary timing, production and other
details into the daily logs.

Implements advance program schedules by assigning appropriate videotapes and film
spots for recording or playback on date and hour listed. Selects and schedules
program fills, standbys and feed arrangements, as well as film and videotape
inserts, slides and accompanying copy for program intros, outros and station
break announcements. :

Maintains records of production details.

May assist higher level programming personnel; may act as program production
assistant or operational director.

May conduct auditions. |
May write dramatic scripts.

Assignment Ievel II

Under general supervision, assists in producing radio and/or TV programs,

participates in planning programs, and supervises production, publicity and
promotion.
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PROGRAM PRODUCER (continued)

A55191ment Level II (contmued)

Examp;ls of "I‘yplcal 'I'asks

pub m‘ty;'and- promo zbn Jaf radm or w:progran's

E:xamples of 'I'ypa.cal Tasks

snpervrsahg the mrk of all persmmel c:mnecte& Awr.th the radm or telev.lsmn
program divisions. R L s

m!‘dinatﬁ prmarn mﬁula . Sadeia F WIS B ':.4‘\,;-:( Ol T
Arranges for and conducts auditions.

Formulates policies for programming in conformance with federal, stafe and local
laws.

Négbtiates with public officials and private agencies with respect to brogram
resources and departmental programming needs.

Directs the Municipal Communications Service.
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C-XI CODE NO. 60621
RADIO AND TELEVISION

OCCUPATIONAL GROUP [236]

GROUP ITI - PROGRAMMING [236.3]

PROGRAM PRODUCER (continued)

Qualification Requirements

1. A baccalaureate degree from an accredited college with courses in radio/TV
broadcasting, including production, direction and writing of programs; or

2. A h1gh school diploma or its educational equivalent and two years of
experience in radio or TV broadcasting including wrl'tmg, directing,
producing and tape work; or

3. B satisfactory equivalent, but all candidates must have a high school
diploma or its educaticnal equivalent.

Special Note

To be promoted from Assignment Level I to Assignment Level IT the candidate must
serve satisfactorily for one year in Assignment Level I. To be promoted to
Assignment Level III from Assignment ILevel II the candidate must have served
satisfactorily in Assignment Level II for one year.

Direct Lines of Promotion

From: None To: To be determined
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