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	THE CITY OF

KEY WEST

Job Description
	Non-Union, Contract Position

	
	
	DATE OF REVISION
	11/2013

	POSITION
	MEDIA TECHNICIAN
	HOURLY WAGE

(No Benefits)
	$25.00

	DEPARTMENT
	INFORMATION TECHNOLOGY
	
	

	JOB CODE
	44060
	GRADE
	C01


PHYSICAL LOCATION:
· City Hall - 3102 Flagler Ave and various locations throughout the City of Key West, Florida.
REPORTING RESPONSIBILITIES:
· Information Technology Director or designee.
GENERAL FUNCTIONS:    

· The purpose of this position is to coordinate all aspects of the City's government access cable television programming and other video services, including program development, scheduling, equipment selection, production, procurement and operations as well as public interactions relating to video records requests. The incumbent also coordinates the recording of City Commission, Code, BRAV, HARC, Planning Board and various other meetings, for broadcast on the City and Government Access Channel. The work contributes substantially to the efficiency and effectiveness of the Office of the City Commission and Clerk and its ability to deliver consistently high quality service to the City and the public. Operates computer software used for TV broadcast scheduling.  Operates audio/video equipment for live program broadcasting.  Must be task and goal oriented and complete work as assigned.
ESSENTIAL FUNCTIONS (Without Accommodations) 
· Coordinates all aspects of the City's government access cable television programming and other video services, including program development, scheduling, equipment selection, production, procurement and operations as well as public interactions relating to video records requests.

· Coordinates the recording of City Commission, Advisory Board and various other meetings, for broadcast on the Joint City and County Government Access Channel.

· Selects and coordinates various production components as may be required, including staff, scripts, photography, materials, lighting, auxiliary audio-video equipment usage, settings and recording equipment.

· Operates and oversees the operation of equipment involved with City government public access television programming, including cameras, switchers, audio mixers, character generators, video tape recorders/players, editors, automated playback systems and associated equipment.

· Develops, for approval by the City IT Director, the budget for government access television programming and other audio-video activities.

· Maintains required production and other records required by the Federal Communications Commission or other federal or state agencies; prepares and submits required periodic and special operating reports.

· Assists in development and updating the City of Key West’s Emergency Operations Center during periods of extreme weather or other emergencies, as well as, efforts relating to the City's Web Page.
· Continuously reviews and evaluates government access operations and activities; recommends improvements to the I.T. Director
· Plans and conducts special studies as assigned; prepares, reports and presents appropriate findings and recommendations.
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EQUIPMENT TO BE USED:
· Cameras, T.V.’s, projectors, switchers, audio mixers, recorders/players, editors, automated playback systems and associated equipment.
ENVIRONMENT:  

· Air conditioned office and offsite locations, occasionally outdoors.

PHYSICAL REQUIREMENT:  

· The work requires periodic physical exertion, involving lifting and/or transporting up to 20 pounds frequently, and 50 pounds occasionally, usually when transporting or lifting video cameras and other audio and/or video and related equipment. 
· The work also occasionally entails potential safety hazards when operating, installing or modifying electrical or electronic equipment. Accordingly, appropriate precautions must be understood and observed to avoid injury. 
· Visual acuity is required for preparing, reviewing, checking and maintaining video, computer and written files, and for reviewing documents and other data. Incumbent is required to have sufficient hearing ability to perceive information at normal spoken word levels. 
· Manual dexterity to operate audio-video, standard office computer and other equipment is required.
DUTIES/TASKS/JOBS:
· Performs other related duties as required and assigned by Department Head.
REQUIRED KNOWLEDGE/ SKILLS / ABILITIES/ QUALIFICATIONS:

· A Bachelor Degree from an accredited college or university in Television Production, Communications, Broadcasting, Journalism or similar field, plus three (3) years’ experience in television production, or as a broadcast, graphics or audio-video technician; or the equivalent in education, training, and experience which would provide the necessary knowledge, skills and abilities.
· Must possess and maintain a valid Florida driver’s license.

Periodically duties, equipment, material, and/or job setting(s), other than those listed, are required and will be considered as part of the regular job while in effect.

The listing of tasks is in no way to be considered a complete listing of all possible tasks, nor is the requirement for an ability or skill a guarantee that the ability or skill is going to be used.

I __________________________________________________________, have read this job description and hereby agree with the above noted "Acknowledgments", that I meet the requirements and qualifications and if hired, can perform these and related duties as assigned.  I further affirm that I understand this job description may be amended periodically, as is the right of the City.

_______________________________________________


____________________

              Applicant Signature




Date

THE CITY OF KEY WEST IS AN EQUAL OPPORTUNITY AFFIRMATIVE ACTION  

 VETERANS PREFERENCE EMPLOYER & A DRUG-FREE WORKPLACE

Apply at:

CITY HALL - Office of Human Resources

3102 Flagler Ave- Key West, FL 33040

Office Telephone: (305) 809-3714 

