CITY OF CANNON FALLS

POSITION DESCRIPTION

POSITION:

PEG Access Technician (Public-Educational-Government Access)

DEPARTMENT:
Channel 12

REPORTS TO:
PEG Access Coordinator and City Administrator


FLSA STATUS:  
Non-Exempt

SALARY RANGE:
Non-Permanent Part Time ; $15.52 - $19.66/hr.
POSITION OBJECTIVE

Assists in developing and maintaining all activities and programming on the community access channel (Channel 12).  

ESSENTIAL FUNCTIONS 

· Assists with the overall operations of Local Government Access Channel 12.

· Plans and supervises the creation of all Channel 12 programming.

· Facilitates the video recording and live broadcast/ replay of government meetings.

· Prepares and airs Community Calendar information on Local Government Access Channel.

· Assists in producing original programming relating to City events, initiatives or public information for cable broadcast.

· Maintains and recommends purchase of audio/video equipment and outside programming.

· Performs other duties as apparent or assigned.

QUALIFICATION REQUIREMENTS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Ability to read and interpret documents. 

· Ability to write press releases and newspaper articles and to design and create programming.  

· Ability to communicate effectively both orally and in writing with supervisors, other City staff, school officials, students and the general public.

· Ability to add, subtract, multiply and divide.  Ability to make arithmetic computations using whole numbers, fractions and decimals.  Ability to compute rates, ratios and percentages.

· Ability to apply commonsense understanding to carry out instructions furnished in written or oral form. 

· Ability to deal with problems involving several concrete variables in standardized situations.

· Knowledge of television studio equipment including various types of cameras, mixing and editing systems, character generators, wired and wireless intercom systems, etc.

· Knowledge of computers and software applications.

· Ability to type and enter information into automated system with speed and accuracy.

· Ability to operate various types of office equipment.

EDUCATION and/or EXPERIENCE

Working towards or possessing a high school diploma or general education degree (GED).  Experience in the mass media/visual medium field is preferred.

SUPERVISORY RESPONSIBILITIES

This position has no supervisory responsibilities.

EXTENT OF SUPERVISION OR GUIDANCE PROVIDED
Works under the guidance and supervision of the PEG Access Coordinator and City Administrator.

