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TOWN OF MILFORD - JOB DESCRIPTION 

JOB TITLE:     Assistant Media Manager 
GRADE 
LEVEL: 11 

CLASSIFICATION:   Non-Exempt, Full-Time DEPT: MEDIA 

CREATED: 3.28.19 REV DATES:  
 

Job Description:   The Assistant Media Manager assists the Media Manager in managing the town’s cable access 
television studio and their channels. It is expected that this person will have strong 
administrative, communications, and creative skills. 

Accountability:   Reports to the Media Manager 

Equipment Used:   Equipment used includes, but is not limited to: video cameras, microphones and audio recording 
equipment, video and audio editing equipment, CATV broadcast equipment, computers, 
keyboards, telephones, cameras and other TV production and related equipment. 

Environment:                Inside:   70 %                   Outside:   30 % 

Duties and Responsibilities: 

Note: Except as 
specifically 
noted, the 
following 
functions are 
considered 
essential to this 
position.  The 
listed duties, 
however, are 
not meant to be 
a complete 
listing of the 
duties which 
may be 
undertaken by 
this position. 
 

Is responsible for support and assistance in the department to include: 
 
1. Assists in the administration of the Town’s cable channels. 
2. Serves as back up for the Media Manager 

3. Implements new and recurring programs under the approval and guidance of the 
Media Manager. 

4. Develops relationships within the community and works with appropriate 
groups to encourage the development of programming, on all of the 
community’s access channels, in the public interest. 

5. Assists Town’s Cable Access TV users with the resources available. 

6. Assists in promoting growth for the channels in the form of actively producing video of 
town- related events, creates informational media, encouraging volunteer involvement 
and the use of the Town equipment. 

7. Assists with the media based training and implementation of training programs developed 
by the Media Manager. 

8. Works to improve Granite Town Media by way of increasing volunteerism, programming, 
and overall activity of the Town’s Community channels. 

9. Manage Digital video files; move, copy, and organize for optimal programming ability, 
minimization of errors, archiving, and accurate removal for spatial requirements. 

10. Assists in the maintenance program for the Town's video recording, editing and 
broadcast equipment. 

11. Keeps current with applicable laws, rules and regulations related to cable television, 
public access television, video recording and related issues. 

12. Required to cover off hour special events when necessary. 

13. Performs other related duties as required. 
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Physical Activity Requirements: 
Frequently, Occasionally, Seldom, Rarely or Not Required 

PRIMARY PHYSICAL 
REQUIREMENTS  F O S R 

N
R 

 
OTHER PHYSICAL 
CONSIDERATIONS F O S R 

N
R
  

LIFT up to 10 lbs.: x      Twisting  x    

LIFT 11 to 25 lbs.: x      Bending: x     

LIFT 26 to 50 lbs.:  x     Crawling:    x  

LIFT over 50 lbs.:  x     Squatting:  x    

CARRY up to 10 lbs.: x      Kneeling:  x    

CARRY 11 to 25 lbs.: x      Crouching:  x    

CARRY 26 to 50 lbs.:  x     Climbing:  x    

CARRY over 50 lbs.:  x     Balancing:    x  

REACH above shoulder height: x      WORK SURFACE(S) 

REACH at shoulder height: x      
Standard office desk and chair. Carpeted, concrete and tile 

floors. Standard TV production studio. 
Grass, dirt or asphalt when filming external 

activities (sports or parades 

REACH below shoulder height: x      

PUSH/PULL: x      

HAND MANIPULATION  

Grasping: x      
DURING AN 8-HOUR DAY, EMPLOYEE IS REQUIRED 

TO: 

Handling: x       
Consecutive 

Hours 
1 2 3 4 5 6 7 8 

Total Hours 
1 2 3 4 5 6 7 8 

Torquing:  x     Sit 2-3 3-5 

Fingering: x      Stand 2-3 2-3 

Controls and Equipment:       Walk 1-2 2-4 

Controls and Equipment: Video production and/or office equipment 

Cognitive and Sensory Requirements: 
Talking: Necessary for communicating with others. 

Hearing: Necessary for communicating with staff, vendors and the public. 

Sight: Necessary for working on accounts, filing, etc. 

Tasting & Smelling:   Not required. 

Specific Vocational Preparation Requirement(s): 

 Short demonstration only  Any “beyond short” demonstration up to and including 30 days.  
30-90 days
  

 91-180 days  181 days to 1 year X 1 to 2 years 

 2 to 4 years  4 to 10 years  
Over 10 
years 

Required:  
 Valid driver’s license. 

 Requires the ability to trouble shoot and resolve audio and video equipment problems. 
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Experience   Video production experience required. 

Supervisory 
experience: 

 May supervise in the absence of the Media Manager.  Will occasionally oversee 
volunteers. 

Licensure/ 
Certification 
Requirements:    

 Bachelor Degree in TV Production/Communications or its equivalent, two (2) years 
of experience of a related nature, or any combination of education and experience 
which demonstrates possession of the required knowledge, skills and abilities. 

Other Training, 
and/or related 
Skills  

 Works with and interacts with different employees, public officials, and citizens of the 
community.  

 Assist with setting up portable sound systems, television production equipment, projectors 
and lighting equipment for various events and internal needs.  

Summary of Occupational Exposures: 

Summary of Occupational Exposures: 

Some exposure to cleaning fluids, copier toner, etc. Exposure to 
extreme heat or cold if videotaping during inclement weather. 
Ground fertilizers. Sun – wear sun block!  

Other Considerations and Requirements: 
 
Other Considerations and Requirements:  

 
 Occasionally records Municipal and School Meetings using Robotic system with switcher or video camera. 
 Must have clear understanding of Cable Access TV system.  
 Must possess good oral and written communication skills.  
 Must be dependable.  
 Ability to work evenings and/or weekends if necessary.  
 Must be able to work independently while still being a team worker.  
 Must be willing to learn new processes or equipment.  
 Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions of the position.  
 Requires that this employee treat the citizens of the Town and members of the staff with respect and courtesy 

to promote and maintain effective working relationships between taxpayers, the public and all Town 
departments.  

 Requires the projection of a positive attitude and image about the Town of Milford, a pleasant demeanor, and a 
commitment to service to the public and staff.  

 
 
 
I acknowledge receipt of this job description and understand the functions of the position as specified above.  I 
understand the job description is representative of the position, not all inclusive. 

 
 
Signature                  Date 

 

This job description was reviewed and approved by Dept Manager and HR on   

 


