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Mandarin Digital News Librarian
News and Current Affairs 


Reports to: News and Current Affairs Library Supervisor

Direct reports to this position: N/A

	SBS Values, Vision and Purpose

	The Mandarin Digital News Librarian 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 – NACA

	The principal purpose of SBS News and Current Affairs is to provide the most accurate, balanced, and detailed coverage of international and major domestic news across all platforms.
It is our role to deliver depth and analysis to help our audiences understand often complex issues.
Also, key is to showcase stories from within our many communities that reflect constructively on multiculturalism & Indigenous affairs.



	Role Purpose

	The NACA Library supports News and Current Affairs content output across all platforms. Our core work focus revolves delivering on research requests for journalists and producers as well as curating, cataloguing and archiving footage. Library staff work within a roster which includes public holidays.

	Main Responsibilities 

	Main tasks of the role 

1. Add metadata to Chinese News digital content and camera footage, accurately recording all relevant information, keywords, and tags with particular attention to the names and correct titles of world leaders, politicians and key figures featured in the news. Keep all relevant information updated accordingly.

2. Translate journalists’ scripts into English so that all content can be searched in both Mandarin and English.

3. Review RAW footage selecting suitable material to retain in the archive with adherence to editorial guidelines, utilising your knowledge of news and current affairs, SBS broadcast requirements and familiarity with the current Library collection. Add relevant metadata to selected footage, to aid retrieval and reuse.

4. Follow up with Chinese Digital team on delivery of all content and liaise weekly regarding video filmed by Chinese digital team.

5. Efficiently handle all journalist requests for footage to achieve the best outcome in terms of available vision and retrieval time.

6. Confidently navigate digital systems to find and select footage, archive clips, deliver content and add relevant metadata. 

7. Liaise confidently and effectively with the newsroom, current affairs programs, digital teams, and interstate Bureaux.

8. Support initiatives within the Library team and develop own ideas for the benefit of the department and News and Current Affairs.

9. Help in training new staff members, as directed. 

10. Communicate with supervisor and colleagues to prioritise workloads. Take responsibility for issues that arise and resolve with appropriate resourcefulness and discernment.

11. Work on general NACA Library workflows as directed.
	
Minimum requirements of the role 

· have excellent written and spoken Mandarin language, in addition to English, to be able to work effectively across language content.
· able to achieve thoroughness and accuracy when accomplishing a task.
· strong organisational, research and analytical skills.
· have proven communication skills.
· have demonstrated data entry experience.
· have a good knowledge of news, current affairs, and sport.
· able to prioritise tasks and to work autonomously and collaboratively.
· able to remain calm under pressure and deliver on broadcast deadlines.
· available to work across a roster that includes public holidays.
	
Key relationships with other roles and external stakeholders
· News & Current Affairs Production Teams
· Chinese Digital News Teams
· Journalists
· Library Team
· Archives, Legal and Rights Management Teams



	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

	Decision Making
	Self
	· Makes decisions in situations that are well defined.
· Makes decisions that impact own area of responsibility.
· Weighs up alternatives according to their likely impact.
· Weighs up alternatives according to their likely impact on others.
· Makes decisions in a timeframe appropriate to the work goal.
· Readily makes decisions when faced with unfamiliar circumstances

	Interpersonal Sensitivity 
	Self
	· Is attentive towards others and seeks to understand the viewpoint of others (in terms of perspectives, attitudes, interests .and position)
· Recognises the needs and motivations of others.
· Is sensitive to verbal cues in one-on-one interactions.
· Is sensitive to non-verbal cues in one-on-one interactions.
· Understands implicit and explicit emotions.
· Is respectful towards others & provides a reassuring presence

	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



	
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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