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Sales Operations – Scheduling Coordinator
SBS Media 


Reports to: Sales Operations Scheduling Team Leader

Direct reports to this position: Nil

	SBS Values, Vision and Purpose

	The Sales Operations – Scheduling Coordinator is responsible for undertaking their work in a way that reflects SBS’s Charter, Vision and Values and complies with relevant SBS policies, procedures and practices. At SBS, we expect you to be audience obsessed, be bold and brave, embrace difference, participate fully and ensure that we look out for one another. We are all working together to fulfil SBS’s purpose and create a more cohesive society.



	Division Purpose – SBS Media 

	Our Vision: We are the most loved and trusted media team, inspired by diversity to create extraordinary experiences.
Our Purpose: Giving a voice to brands in our diverse world.



	Role Purpose

	A role scheduling, reconciling, and mastering all commercial content across all SBS TV channels (SBS ONE, SBS VICELAND, SBS Food, SBS World Movies, NITV) whilst upholding adherence to all codes & practices and SBS Values. 
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	Main tasks of the Sales Operations – Scheduling Coordinator role 

Core Role:
· A team orientated coordinator who carries out exceptional attention to detail who can also work autonomously with great time management skills to schedule our TV Commercial channels. Reconcile as-run data and participate in major broadcast projects across the financial year, ensuring maximum revenue is retained and adherence to Codes & Practices and SBS values is met with every schedule.
Scheduling/Validation/Reconciliation/Mastering:
· Daily task of scheduling commercial content across all 49 SBS channels (SBS ONE, SBS VICELAND, SBS Food, NITV) and Radio channels
· Ensuring that the schedules comply with Codes & Practices – exercising caution with sensitive commercial content in relation to the program it has been placed in.
· Exercising discretion with sensitive programming  
· Ensuring that any client contractual obligations are met (e.g. Sponsorship placement and exclusivities)
· Working closely with the Sales Operations Sponsorship team and flagging any discrepancies between the Sponsorship guide and schedules
· Preventing any client clashes within commercial breaks – separating any similar clients as far as possible
· Adherence to any additional client contractual requirements such as the percentage of their spots being priority in break (first or last)
· Exploring every option before dropping revenue – liaise with Sales team to check if placement is suitable
· Prioritizing higher value revenue spots/types within breaks (e.g. Sponsorship spots, Paid spots)
· Ensuring general scheduling guidelines are being met (e.g. no back to back spots)
· Ensuring that all schedules are filled with no avails
· Daily validation of schedules – exercising attention to detail for the final schedules from end to end, checking for any errors before logs are sent for broadcast
· On-air broadcast log reconciliation duties – ensuring the schedules match with the broadcast data, capturing any dropped revenue from On-Air breach avoidance and relaying information on dropped revenue to the Sales team
· Flagging with Sales Operations Team Leader if errors occur with reconciliation files 
· Delivery of reconciled logs to Nielsen once reconciliation has been finalized
· Sales team support – booking in spots in schedules that are locked off to the wider sales team as well as advising what is possible for tighter deadlines
· Flagging with Sales Team and/or manager where there are overbookings of a single client which may impede scheduling duties
· Ensuring all spots that are adhoc booked are compliant with the campaign parameters
· Ensuring the Sales team are adequately notified of any spot movements or drops
· Mastering – overseeing the classification for all commercial content over the week, dropping or moving any spots in prohibited time zones, checking the priority in break clients and ensuring their % is met.
· Working closely with the Sales Operations Executive Team, Manager and Team Leaders to ensure logs are aimed to be sent before the 4pm deadline.
· Capture metrics for log time sends.

Uphold company & division values
· Explore all options with revenue management within schedules as well as being aware of sensitive programming
· Classification adherence. Oversee compliance is met with Legal Codes and Guidelines within the scheduling team
· 5 minutes per hour commercial time adherence.

Additional Duties
· Additional duties within the team may include – Autofill (ensuring all schedules are filled before scheduling, NITV schedule management (scheduling, validating and sending logs for the NITV channel)  
SBSU & EOS adherence
· Ensuring that all SBSU courses are completed and being up to date
· Completing the EOS truthfully and providing any feedback to management where suitable

Minimum requirements of the role

· Demonstrated experience of Microsoft Applications including Outlook, Word & Excel
· Ability to multi-task with a keenness to develop relationships with the sales team.
· Demonstrated time management and prioritisation skills with multiple daily tasks
· Demonstrated client service skills; Ability to negotiate appropriate outcomes with internal customers.
· Demonstrated high attention to detail 
· Ability to keep calm under pressure and manage competing priorities with tight deadlines.
· Demonstrated excellence in interpersonal relationships and communication, with fluency in both written and spoken English.
· Team player who can collaboratively support and work with other departments at SBS 
· Degree or equivalent qualification in Media desirable

Experience
· Understanding of Linear Operations highly regarded

Key relationships with other roles and external stakeholders
· Sales Operations - Scheduling Team
· Sales Operations – Executive Team
· Sales Operations Manager
· Sales Operations – Executive Team Leader
· SBS Content
· SBS MEDIA - Sales Team
· MPA | Traffic
· Marketing
· SBS Codes & SBS Foundation
· SBS MEDIA – Business Operations
· SBS MEDIA – Systems Support
· SBS BMS
· Helpdesk



	Key Capability  

	Capability
	Level
	Behaviour

	Collaboration
	Self 
	· Displays a genuine intention to work co-operatively with others
· Offers to help others achieve common goals
· Makes an effort to understand the goals of others
· Shares all relevant or useful information

	Communication
	Self
	· Uses appropriate grammar
· Uses appropriate vocabulary
· Uses a suitable tone
· Speaks at a suitable pace
· Speaks clearly using minimal language
· Changes language to suit audience
· Provides full responses to questions
· Provides accurate responses to questions

	Customer Focus
	Self
	· Develops strong internal and external networks to assist with mutual goals
· Encourages others to develop strong internal and external networks
· Uses key relationships to facilitate the achievement of team goals
· Role models effective collaborative networking

	Innovation
	Self
	· Generates original solutions to problems
· Contributes to creative thinking and ideas
· Makes suggestions to refine current processes and procedures to create optimum efficiency
· Participates in the implementation of new processes and procedures that improve current performance

	Learning Orientation
	Self
	· Takes part in organised learning and development opportunities
· Recognises ideas that are similar to their own
· Readily assimilates new information
· Benefits from information and structured approaches to learning
· Learns affectively from own experiences, both positive and negative
· Seeks feedback on own performance

	Relationship Building
	Self
	· Establishes a connection with others
· Builds friendly, warm relationships that are mutually beneficial
· Maintains ongoing relationships that are mutually beneficial
· Shares relevant information with others
· Recognises the value of building and maintaining relationships
· Helps others achieve common goals
· Openly communicates with others

	Results Focus
	Self
	· Drives to meet objectives and standards
· Identifies alternative possibilities when faced with obstacles
· Stays focused on tasks that require considerable effort
· Completes tasks within designated timeframe despite obstacles
· Perseveres with routine and repetitive tasks without sacrificing quality or excellence




	
Workplace Health & Safety 

	In relation to Work Health & Safety, you must comply with your safety responsibilities as detailed in relevant Acts, Regulations, Standards, Codes of Practice and the SBS Safety Management System (SMS)
All workers are required to:
· Take reasonable care for own safety and safety of others
· Cooperate with policies and procedures and directions from management with regards to health and safety
· Where hazards are identified, report them to line manager and take corrective action where able
· Report all work related incidents to line manager within 24 hours of occurrence
· Ensure workers, visitors and clients are:
· made aware of their WH&S responsibilities
· have received adequate safety induction and other WH&S information, instruction and training to enable them to conduct their work safely
· follow safe work practices
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