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PRODUCTION COORDINATOR
Marketing 


Reports to: Integrated Producer

Direct reports to this position: N/A

	SBS Values, Vision and Purpose

	The Production 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 – Marketing  

	Our Vision: We are a brave and trusted team thinking differently to inspire audiences and our people to love the world of SBS. 
Our Purpose: We make a difference by connecting Australians to the world of SBS. 



	Role Purpose

	The Production Coordinator provides administrative, scheduling and general support for all functions of the Creative department and specific support for the Integrated Producer.  They follow all assets through the production pipeline and ensure assets are delivered accurately and on time for broadcast or external supply to Marketing and are responsible for ensuring final assets follow brand guidelines.
Although you need to be a creative thinker, this is not a Creative role.
It requires an ability to multi task, well developed organisational skills and a degree of technical confidence.



	Main Responsibilities 

	Main tasks of the role (Insert)
· Provide technical assistance to designers and promo producers eg ingesting materials, transcoding, edit and design prep, collating assets, testing files before delivery and continually monitoring server space. 
· Provide support for the production, design and promos team, with a focus on coordinating media and assets required for production. This includes but is not limited to traffic management, project management and general admin.
· Track the production pipeline and manage all post production bookings communicating any issues that may jeopardise deadlines.  Check and traffic final assets to relevant platform. 
· Raise purchase orders and process invoices for payments ensuring accurate coding and compliance with financial guidelines.
· Report on asset requirements and maintain up to date subscriptions including; production music to APRA, stock imagery clearances, licenses, photography clearances, talent releases.
Minimum requirements  of the role (Insert e.g. years of experience; specialist qualifications/skills)
· Minimum of 2 years experience in post production or broadcast media
· Experience with the Adobe suite of editing and design software
· Knowledge of video codecs and file formats involved in production
· Knowledge of smartsheet, farmers wife and media asset systems

Financial accountability (Provide the budget/amount responsible for)
      $ N/A

Key relationships with other roles and external stakeholders
· Production and Creative teams
· Group Marketing and Content




	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

	Adaptability and Flexibility
	Self
	· Smoothly handles multiple demands and shifting priorities
· Deals with interruptions positively
· Modifies approach to suit different people
· Is open to different points of view
· Copes with organisational change positively
· Deals with a minimal degree of ambiguity in own role

	Customer Focus
	Self
	· Follows through on customer/client inquiries, requests or complaints
· Distributes useful and up to date information to the customer/client
· Determines the needs of the customer/client through probing and listening
· Provides friendly, helpful service to the customer/client
· Makes sure there is a clear understanding of the customer/client’s needs
· Offers appropriate solutions to the customer/client
· Prioritises work goals that impact the customer/client directly
· Diffuses customer/client problems

	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

	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 
[For all non-supervisory levels]

	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



	
Workplace Health & Safety 
[For specific roles within Marketing]

	The following positions are responsible for assessing /documenting WHS risk for SBS planned activities (productions or assignments) to identify and implement adequate controls to ensure the health and safety of workers involved:
· Production Coordinator
· Production Supervisor 
· Social Content Editor 
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