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TELEVISION PRODUCTION ASSISTANT III

This is advanced technical and coordinative work in assisting in all phases of the production of
television programs.
Specific work assignments are initiated by a Television Producer Director or a Television/Media
Services Coordinator. Employees organize the utilization of space, equipment and production
personnel; determine and maintain supplies for production; instruct personnel in the use of production
equipment; and assist in directing a production. Employees may also assist in or perform videotape
editing according to a predetermined script. Such activities require program format knowledge and
judgment to assure that the program presentation has a systematic, aesthetic approach. Work of this
nature may be found in either the university system or in state agencies and is performed under the
supervision of a Television Producer Director or Television/ Media Coordinator. Work may also include
other duties as determined by the appropriate management authority.

I. DIFFICULTY OF WORK:

Complexity - Employees perform a variety of tasks relating to the production of television programs.
Duties include determining production needs in terms of taping time, personnel, and equipment;
assessing special technical considerations; assisting in the planning of shot sequences and angles; and
assisting in the directing of the production on location. During the post-production phase, employees
assist in editing the audio and video footage, incorporating graphics or slides as appropriate, into a
systematic presentation. Work requires knowledge of the operation of various types of television
production equipment such as studio and remote cameras, microphones, teleprompters, character
generators, lighting and audio consoles, film chains, projectors and editing equipment.

Guidelines - General project parameters and deadlines are given by a Television Producer Director or
other employee functioning in that capacity. Other operational guidelines include scripts, textbooks,
equipment manuals, and production schedules, which are directly applicable to the work.

II. RESPONSIBILITY:

Accountability - Employee must assure that the proper equipment and number of production personnel
are available according to the production schedule.

Consequence of Action - Errors in work result in a delay in the production schedule as well as a waste
of manpower hours and materials.

Review - Work is reviewed in progress and upon completion by a Television Producer Director,
Television/Media Services Coordinator, or other employees functioning in a Television Producer
Director role to assure that activities are accomplished according to production schedule and to the
directives.

III. INTERPERSONAL COMMUNICATIONS:

Subject Matter - Employees discuss various aspects of the production, typically with others familiar with
producing television programs. In some settings, the employees must relate to student assistants or
talent who are not knowledgeable of television production work.
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Purpose - Employees gather information to plan for staging equipment, manpower assignments, and
other production logistics and may assist in directing the actions of talent and crew members. Since
some positions in this class supervise student assistants, work may require explanation of equipment
operation and camera movements.

IV. WORK ENVIRONMENT:

Nature of Working Conditions - Work is performed in either a studio setting or at remote sites where the
employee may be exposed to inclement weather. Employee may periodically lift heavy equipment and
props.

Nature and Potential of Personal Hazards - Chance for personal injury is minimal.

V. RECRUITMENT STANDARDS:

Knowledges, Skills, and Abilities - Considerable knowledge of the techniques, practices, and methods
of staging television productions. Considerable knowledge of picture composition and lighting
techniques. Ability to operate and understand capabilities of a variety of television production and
editing equipment. Ability to establish and maintain effective working relationships with production
personnel and program participants. Ability to assist in organizing and planning production logistics
including budget development, scheduling, determination of equipment and personnel needs. Ability to
maintain supply inventories and records. Ability to supervise the work of student assistants. Ability to
edit videotape programs into a systematic presentation according to a predetermined script.

Minimum Education and Experience - Graduation from a four-year college or university with a degree in
radio, television, and motion picture; or an equivalent combination of education and experience.


