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TELEVISION/MEDIA SERVICES COORDINATOR II

This is supervisory work in the operation and management of a large audiovisual/television production
and distribution center.  These positions are located throughout State government and the university
system.  Employees plan for and direct a staff of production personnel responsible for developing
television programs and for operating a closed circuit instructional television system.  Work requires
frequent consultation with clients in assessing television needs and scope, advising on the
appropriateness and feasibility of audiovisual medial utilization, and in establishing project parameters.
This level is distinguished from the Television Services Coordinator I in administrative scope and
complexity of operation.  Work may include other related work as determined by management.  Work
is supervised by a facility administrator.

I. SUPERVISORY/MANAGERIAL FUNCTIONS:

Planning - Employees plan for the maximum utilization of manpower, equipment, and spatial resources
after consulting with clients requesting audiovisual and videotape services.  Employees participate with
considerable influence in establishing long-range departmental goals and objectives as they relate to
the production facility.  This entails determining the feasibility of implementing new equipment and
procedures and then recommending these for implementation.

Organizing and Directing - Employees make modifications of work methods and procedures to ensure
and to facilitate a more efficient operation of equipment.  Due to priorities of client needs, employees
will discuss status of work assignments and may alter the order of their completion.  When new service
requests are reviewed, employees evaluate staff capabilities in relation to the production request and
make assignments accordingly.  Employees may make changes in workflow assignments; however,
any organizational modifications are usually discussed with management.

Budgeting - Employees work with other unit heads in submitting equipment, supply, and personnel
needs to the departmental head.  There is little significant involvement in administering funds and
separate production budgets.  Employees may be required to research new equipment capabilities as it
relates to production endeavors.

Training - Employees assess the training needs of the staff and submit requests for formal training to
management.  Employees either provide and/or arrange for on-the-job training of existing methods for
staff members.

Setting Work Standards - Employees are responsible for ensuring that work is carried out in
accordance with established methods.  Employees participate in establishing new and modifying
existing work rules and practices as they pertain to the production unit and explain existing
administrative polices and procedures to subordinate staff.  Employees review all production efforts
and provide subject standards as to their acceptability.

Reviewing Work - Employees provide daily administrative review; however, work of the unit is normally
technically reviewed on a day-to-day basis by a lower level staff member.  Employees may review work
on a spot check basis, but usually all program review is accomplished upon completion in order to
ensure the content treatment and approach falls within the parameters established through client
consultation.

Counseling and Disciplining - All personnel problems are referred to the employees by subordinate
personnel.  Employees resolve any matters pertaining to performance and any existing standards and
practices.  Employees may react to initial grievance and disciplinary problem and recommend more
serious actions to the supervisor.
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Performing Other Personnel Functions - Employees evaluate staff performance and recommend
promotional opportunities, work assignments and salary adjustments to the department director.

II. SCOPE AND NATURE OF WORK SUPERVISED:

Dynamics of Work Supervised - Work is relatively stable, but employees may have to occasionally
respond to technological changes within the television state of the art.

Variety of Work Supervised - Employees are administratively and technically responsible for all
television production work, but due to the static nature of the technology, work is considered limited in
scope.

Number of Employees Responsible For - Five to ten professional Television Producer Directors.

III. EXTENT OF SUPERVISION RECEIVED: Employees meet with the departmental director on a
periodic basis regarding administrative matters such as budget allocations, priorities, and departmental
direction.  Employees receive administrative supervision from the departmental director.

IV. SPECIAL ADDITIONAL CONSIDERATIONS: Staff is assigned to work basically an eight to five
schedule, but staff may be required to work unusual hours due to production endeavors; work force is
basically stable; and there is no physical dispersion of employees.

V. RECRUITMENT STANDARDS:

Knowledges, Skills, and Abilities - In-depth knowledge of techniques, practices, and methods
associated with organizing, developing, producing and directing programs.  Thorough knowledge of the
capabilities and use of television equipment.  Ability to supervise others in the production of television
programs.  Ability to manage a production facility.  Ability to communicate effectively with faculty,
clients, and production staff.

Minimum Education and Experience - Graduation from a four-year college or university in radio,
television, motion picture and three years experience in producing and directing television programs,
including one year in a supervisory or administrative capacity; or an equivalent combination of
education and experience.

Special Note: This is a generalized representation of positions in this class and is not intended to
identify essential functions per ADA.  Examples of work are primarily essential functions of the majority
of positions in this class, but may not be applicable to all positions.


