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Production Assistant Role Description
Main purpose of role:

The Production Team creates station identification and information jingles.  The post-holder will work within this team to develop a range of jingles to promote the service.  Additionally the post-holder will be involved in the development of material for scheduled programmes.
Role Specification

The post-holder will

1. Undertake required research for information jingles and scheduled programming
2. Assist in the scripting and recording of audio material 

3. Work with new and existing audio materials to create a range of promotional jingles

4. Work with new and existing audio materials to create scheduled programming features

5. Regularly assemble scheduled programming 

6. Undertake developmental work for scheduled programming

7. Store, retrieve and maintain audio resources in accordance with station protocol

8. Work in accordance with the team action plan

9. Liaise with colleagues to ensure a consistent approach.

10. Take an active interest in the continuation and development of the organisation.

11. Take an active part in station fundraising activities (subject to regulations).

12. Be familiar and comply with all relevant policies and procedures.

13. Undertake such other tasks as may appropriately be requested.
Person Specification
The post holder will:

· Demonstrate an understanding of the purpose of the organisation

· Demonstrate enthusiasm and motivation for the placement 

· Have experience of using Microsoft Windows based software

· Be a fluent user of the Microsoft Office Suite and the internet.

· Be able to think imaginatively and logically

· Have experience of using Adobe Audition (formerly Cool Edit Pro) and a variety of audio equipment or be willing to undertake appropriate training

· Have the ability to work effectively independently and as a member of a team

· Have good communication skills, both written and oral.  
· Be willing to undertake any necessary training 

· Be able to prioritise their workload to meet pre-set deadlines whilst maintaining standards. 
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