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Job Summary: Perform independent or supervisory roles in research and communications activities requiring an advanced level of knowledge in a field of science or learning, are predominantly intellectual and varied in character, and require consistent use of discretion and judgment. Prepare, record, and edit podcast episodes, operation of computer and recording equipment, supervision of graduate students and other lab/field personnel on assigned projects.
Essential Duties and Responsibilities
· Design, plan, conduct, edit and coordinate podcast episodes.
· Evaluate, select, and apply standard techniques of recording, editing and podcast broadcasting; keep detailed records.
· Use computers and laboratory or technical equipment to perform recording, editing, communicating, and broadcasting.
· Create, edit, and produce videocasts.
· Summarize project accomplishment for inclusion in scientific and clientele-oriented publications.
· Prepare and write proposals to funding agencies; maintain financial accounts related to research projects.
· Supervise undergraduate and/or graduate students and other laboratory, technical or field staff involved on the project.
· Install, operate and/or repair computer and recording equipment.
· Maintain podcast area in a neat and presentable manner.
· Communicate project needs to supervisor.
· Maintain all project equipment.
This document represents the major duties, responsibilities, and authorities of this job, and is not intended to be a complete list of all tasks and functions. Other duties may be assigned.
Additional Responsibilities


Minimum Requirements

Education –Bachelor’s degree in relevant field 
Experience – Two years of related professional experience. 
Knowledge, Skills, Abilities
[bookmark: _GoBack]Familiarity with appropriate computer and/or technical equipment. Ability to effectively utilize a computer and applicable software to create podcasts and videcasts. Ability to multi task and work cooperatively with others.
Registration, Certification, or Licensure 
Supervision Received/Given   under general supervision; generally supervises

Other Requirements

Certifications:

If this Position Description form is to establish a new position, update an existing position or to reclassify an existing position, all signature blocks below must be completed. If the Position Description form is being reviewed subsequent to initial approval and found to be accurate, please have the employee and supervisor initial and date on the first available line in the block below. Changes/Updates of position descriptions must be completed in cooperation with the Human Resources Office.
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