EMPLOYMENT OPPORTUNITY

MEDIA PRODUCTION SPECIALIST
(City Manager’s Office)
Application Deadline - Open until filled
$12.637/hr. - $15.360/hr
Up to 30 Hours Bi-Weekly – Flexible Work Schedule (based on production needs)
JOB DESCRIPTION: Performs a variety of duties related to design, development, and production of
broadcast quality audio and video media programs and productions used by the City for public relations,
educational, or informational purposes; performs all other related duties as assigned.
TYPICAL TASKS & DUTIES:
Designs, coordinates, and performs the production of video and audio programs to be used for public
relations, educational, informational, and training/staff development purposes; assists in translating
department objectives into production ideas; including determining format, approach, and content that would
be effective in meeting objectives and goals within budget and time limitations, and departmental guidelines;
performs video and audio program production activities, including conducting research, developing scripts,
scheduling production activity, and assuring an overall production schedules are maintained; serves as
director of media productions, including scheduling shoots, setting up and operating cameras, lighting
equipment, microphones and other audio equipment, and monitoring and adjusting equipment during
recording/taping sessions; performs rough and final cuts by working with script and department
representatives to achieve desired product, including editing raw video, selecting music, designing digital
video effects, and creating graphics; operates specialized media production equipment such as video tape
equipment (VTR) and switchers to record and edit linear/non-linear or digital/audio work, and computerediting applications/equipment, digital image and copy productions such as camera, audiotape, videotape,
and films; shoots videos for output/video compression; sets up and operates fixed robotic and portable
broadcast quality television cameras; maintains, repairs and troubleshoots equipment, including making
minor repairs, arranging for major repairs, and instructing users on the proper operation of equipment;
records and produces live television broadcasts of City Council and Commission/Committee meetings or
other City events as needed; other related and department duties as assigned.
REQUIREMENTS:
Knowledge: Media production principles, practices, techniques, and technology in the area of studio, field,
computer and audio production and equipment; planning, researching, scripting, organizing, storyboarding,
lighting, and staging video productions; linear/non-linear editing, graphic creation, digital video effects design, the
use of music to enhance the aesthetics of video productions; the purpose, use, care and maintenance of
electronic audio, video, and computer production materials and equipment; computer hardware and software
applications related to design, development, and production of audio and video media programs; techniques for
dealing effectively with those contacted in the course of work, both in person and on the telephone.
Abilities: Design and coordinate professional audio and video productions; write and edit scripts and storyboards,
adhere to project timelines and budgets; coordinate, perform, and direct all media production, editing, and postproduction activities; operate specialized media production equipment; maintain, repair, and troubleshoot
equipment; learn, understand, and apply applicable computer hardware and software applications; work
independently and as a member of a work team; communicate effectively, both orally and in writing; establish and
maintain cooperative and effective working relationships with others contacted in the course of work.
OTHER REQUIREMENTS:
• Possess a valid California Driver License.
• Must be willing and able to work a flexible and varied work schedule that is often determined by the
needs of the program and production schedules. This may include evenings, weekends, and holidays.
• Must be willing to travel for projects, trainings and/or other meetings as required.
PHYSICAL REQUIREMENTS:
This is primarily a sedentary office classification, but incumbents must be able to perform the physical
aspects of the job, including working in a standard office setting and using standard office equipment,
including a computer and audio/visual production equipment; sitting for periods of time, prolonged viewing
of a computer screen and use of keyboard and mouse; operating a motor vehicle; working outside in
varying weather conditions, traversing uneven terrain; hearing and speech to communicate in person and
over the telephone; lifting, pushing, pulling, and carrying up to 50 pounds; interact with a diverse range of
people.
DESIREABLE TRAINING AND EXPERIENCE:
Any combination of training and experience that would provide the required knowledge, skills, and abilities
is qualifying. A typical way to obtain the required qualifications would be: Equivalent to graduation from
high school with some college or technical coursework in media communications or related field, and at
least one (1) year of progressively responsible experience in professional media production.

Applications are available on our website and at the City Manager’s Office located at:
736 F Street
Arcata, Ca 95521
Any questions can be directed to:
Dillon Savage, Information Technology Manager
(707) 825-2009

