2013.112
JOB DESCRIPTION

Position


Multimedia Producer
Dept Supervisor

KWIS Station Manager

Compensation Range
DOE

Summary of Duties and Responsibilities
This is a full-time, benefited position responsible for assisting in a full range of activities to successfully fund and operate KWIS 88.3 FM, a full-power, non-commercial, educational radio station dedicated to preserving the culture, language and history of the Coeur d’Alene Tribe.  This position requires participation in the production and broadcast of multimedia programming, including conducting studio and telephone interviews, writing, editing and reporting for digital content.  This position also serves as a public representative and requires professional appearance and poise.  A balance between working autonomously and demonstrating personal initiative must be maintained as business demands.
· Obtain, screen and select music; maintain database for station library

· Plan and publish radio station programming and production schedules

· Identify and coordinate news coverage opportunities and themes

· Generate story ideas and review story pitches; make suggestions for interviews and establishing contacts

· Write and edit copy to assure consistency and accuracy regarding grammar, punctuation, syntax and verification of facts while demonstrating diplomacy, tact, and sensitivity for all audiences

· Assist in the daily operations and maintenance of all studio equipment, systems, applications, databases and technical documentation for essential hardware and software equipment  

· Identify and quantify fundraising resources and opportunities; collaborate to seize said opportunities (sponsorships, underwriting, grants)
· Develop, write and/or edit station materials including fact sheets, awards lists, letters, speaker tool kits, talking points, press kits, reports, flyers, multimedia projects, blog posts, and posters. 

· Curate, distribute, and maintain station materials

· Participate in workforce development activities: work with various Tribal programs to identify, recruit and train qualified employees and volunteers for the station
· Plan, coordinate and execute fundraisers, special events, station milestones, programs, initiatives and campaigns in support of KWIS goals and activities

· Maintain and update station facts, figures, and information 
· Conduct research and fact-finding related to communications and funding

· Assist Station Manager as needed to ensure compliance with funding agencies’ management and reporting requirements and in developing short & long-range station goals & objectives

Desired Qualifications

· Experience producing on digital multi-track video-editing software

· Demonstrated ability to write for a radio audience and discuss issues on-air in a clear, balanced and intelligent manner

· Well-developed on-air personality and a strong ability to conduct thoughtful interviews with people who have diverse and opposing opinions, comments and views

· Familiarity with community radio organizations

· Excellent organizational skills, sense of humor, flexibility and attention to detail
Minimum Qualifications

· High School Diploma or GED
· Valid driver’s license

· Outstanding reading, writing, editing, proofreading and oral communication skills

· Ability to work quickly and efficiently under deadline pressure

· Ability and willingness to work varied shifts

· Understanding of and experience with web trends and social media tools as part of communications strategies

· Proficiency in operation of standard office equipment and use of Microsoft Office suite of applications (Word, Excel, Power Point, Outlook and Internet Explorer)

· Proven ability to consistently work well with others, demonstrating at all times respect for diversity of culture, opinions and values

· Experience producing on digital audio workstations

· The ability to translate complex technical language and ideas into language easily comprehensible to all audiences

· Must not have been convicted of a felony involving dishonesty within the past five years
An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and at-random testing following employment.

Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply, submit a Tribal Application and resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068.

I have read the above job description and fully understand the qualifications, duties and responsibilities required of this position.

_______________________________


______________________________

Applicant Signature





Date
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