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         Classification Description

CABLE COORDINATOR
Department:
Communications






FLSA:  Non Exempt
Job Class #:  
121100







Represented:  No
Pay Range:
0K10
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION:  This is a professional position in the Pierce County Department of Communications. The classification is responsible for the planning and development of the shared use of the Regional Media Center and advises members regarding public, education and government communications services, including video, voice and data services on telecommunication systems serving the member jurisdictions.  Incumbent works directly with the public, government officials and telecommunications provider representatives. This position reports to the Communications Manager.
ESSENTIAL FUNCTIONS:
· Work with the Rainier Media Center members to produce education and government programming.
· Coordinate the operation, development and use of the Rainier Communications Commission government channel(s).

· Recommend to the Rainier Media Center Committee procedures and standards for operations and services including use of programming, sharing of public facilities, purchase of capital items, and periodic evaluation of programming.
· Keep informed of local, state, national laws and legislation related to telecommunications policy; inform and advise the Rainier Communications Commission on rule-making or legislative activities.
· Communicate both in writing and in person with elected officials and community leaders on issues important to the Commission and its operation. 

· Develop short and long term goals for the Rainier Media Center in coordination with the Commission and the Administrator.

· Provide input regarding annual budget recommendations for the Rainier Media Center.

· Represent the Rainier Media Center before the public.  Work to develop good relations between the Rainier Media Center and the media.

· Coordinate program production activities.
· Effectively inform, educate, train, solicit information, and motivate a wide variety of individuals or groups.

· Establish and maintain effective working relationships with County officials, employees and the general public.

· Maintain regular, predictable and punctual attendance during regularly scheduled work hours.

· Meet travel requirements of the position.
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.

OTHER JOB FUNCTIONS:
· Perform other job functions as assigned.

SUPERVISION RECEIVED AND EXERCISED:  Work is performed under general supervision with the employee expected to plan and assign work independently after objectives, priorities and deadlines have been defined.  Work is reviewed in progress and upon completion by the Communications Manager for thoroughness, timeliness and compliance with regulations, policies and procedures.  This position does not supervise.
WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Cable Coordinator typically works in an office environment on a daily basis, however, travel to various work sites and/or meeting locations is required.  Work is generally completed on a regularly scheduled basis, however, attendance at meetings or completion of work outside of normal schedules hours may be required. Extended periods of concentration and sedentary work are required.  Work is subject to frequent interruptions and normal office noise.
PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing and hearing.  Walking, sitting, bending/stooping, pushing/pulling and unassisted lifting up to 50 lbs. may be required.  Ability to travel to attend meetings away from the regular work site may be required.
KNOWLEDGE, SKILLS  AND ABILITIES:
Knowledge of:

· Local government organizations, powers, functions and relationships with other governmental jurisdictions.

· Principles, technology, and operation of cable television communications systems and services including Public Education & Government (PEG) access and local origination.

· Laws and legislation affecting cable and telecommunications franchising and ability to interpret same.
Ability to:

· Establish and maintain cooperative and harmonious working relationships with City and County legislative and administrative officials and employees, representatives of business and government organizations, and the general public.

· Develop and prepare effective and complete correspondence and administrative reports.

· Speak effectively in front of various groups.

· Analyze problems and conduct necessary research to resolve them.

· Plan, assign and review the work of others.

· Negotiate technical agreements and contracts with various parties.

· Maintain regular, predictable and punctual attendance during regularly scheduled work hours.
· Meet travel requirements of the position.
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.
MINIMUM REQUIREMENTS TO APPLY:  Five years of current progressive management experience in Public Education & Government (PEG) Access and community programming or media/television production management; graduation from a four-year college or university with major course work in broadcast management or related field; or any satisfactory equivalent combination of experience and training is required. Additional education or related experience may substitute for the recruiting requirements.  

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:   A valid Washington State driver’s license may be required when travel is required of the position.
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