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TELEVISION PRODUCTION ASSISTANT I

This is beginning level technical work in assisting in the production of television programs.
Work includes the set up and operation of a variety of television equipment, as well as assisting in set
construction and in lighting adjustment. Work may be performed in either a studio setting or at remote
sites where a mobile unit is being utilized. Duties may also include the operation of videotape
recording/playback equipment and the captioning of programs for the hearing impaired. Employees at
the UNC Center for Public Television work under the supervision of the Director of Production, while
those elsewhere in the university system or in Department of Human Resources' facilities generally
report to a Television Producer Director or Television/Media Services Coordinator. Work may include
other related assignments as determined by management.

I. DIFFICULTY OF WORK:

Complexity - Employees perform a variety of tasks relating to television program production such as the
set up, positioning, adjustment, and/or operation of studio cameras, microphones, teleprompters,
character generators, lighting and audio console, film chains, and projectors. During the pre-production
phase, employees assist in the construction of studio sets and in the adjustment of lights. In some
settings employees may be required to transcribe audio tracks from television programs, and edit
captions for the hearing impaired, as well as schedule and provide playback of videotapes to support
instructional programs.

Guidelines - Written floor plans and schedules provide guidance in set and equipment set-up. A variety
of manuals provide instruction in equipment operation. Equipment meters indicate whether or not audio
and light levels are within prescribed tolerances. A Television Producer Director or Television/P4edia
Services Coordinator provides oral directives during productions.

II. RESPONSIBILITY:

Accountability - Employees must assure that the equipment is in place and operational in accordance
with the production schedule. During live productions or in playback operations, results of work are
readily apparent to television viewers.

Consequence of Action - Errors result in loss of time and waste of materials. During live productions,
improperly focused video and poor audio affect the technical quality of the broadcast which, in turn,
may influence the television audience's perception of the quality of the organization's productions.

Review - Pre-production work is reviewed upon completion by a Television Producer Director or
Television/Media Services Coordinator to assure that the equipment is properly set up. Work during
productions is monitored by a Television Producer Director or Television/Media Services Coordinator
for adherence to specific directives.

III. INTERPERSONAL COMMUNICATIONS:

Subject Matter - Most employee contact is internal to the agency with individuals knowledgeable of
television production work.
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Purpose - Employees solicit information regarding production schedules and equipment set-up or
operation or explain the nature of equipment malfunctions. When acting as floor managers, employees
relay directions to program participants.

IV. WORK ENVIRONMENT:

Nature of Working Conditions - Work is typically performed in a television studio setting or a remote
site. Employees may periodically lift heavy equipment and props.

Nature and Potential of Personal Hazards - Potential for personal injury is limited to that associated with
travel.

V. RECRUITMENT STANDARDS:

Knowledges, Skills, and Abilities - General knowledge of the techniques, practices, and methods of
staging television productions. General knowledge of television terminology. Ability to operate television
cameras, audio control boards, and other studio equipment. Ability to follow written and oral
instructions. Ability to establish and maintain effective working relationships with studio personnel and
program participants.

Minimum Education and Experience - Graduation from high school and one year of experience in
operation of electronic cameras, projectors, audio visual devices, and audio console in a television
studio; or an equivalent combination of education and experience.

Minimum Education and Experience for a Trainee Appointment - Graduation from high school.


