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	Title: Videographer
	Effective Date:

	Department: Information Tech and Media
	Union: N/A

	Location: Town Hall
	Grade:


GENERAL PURPOSE:

Performs videographic and related duties for Town of Rehoboth government meetings and other events. Work is paid hourly per event, not including travel time; minimum pay two hours per event.
SUPERVISION RECEIVED:

Works under the direction of the Director of Information Technology and Media.
SUPERVISION EXERCISED:

None
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
A. For assigned government meetings and events, is responsible for all facets of the audio, video, and graphics video-recording process.  

B. For these meetings and events, uses three or four mounted PTZ (pan-tilt-zoom) cameras to film and broadcast government meetings in town locations. Monitors quality while recording and adjusts as necessary. 

C. Is responsible for setup of meeting room (tables/chairs, placing microphones, etc.) and takedown afterwards.

D. Government meetings and events are held Monday, Tuesday, or Wednesday nights, with some Thursdays, and can run anywhere from .5 to 5 hours not including set up and take down time. 

E. For other assigned meetings and events, including community events, lecture/presentations, school events, etc., is responsible for audio, video, and graphics. 

F. Other assigned events occur in a variety of locations, typically within Rehoboth, MA.

G. For some of these other events, uses a town-provided prosumer video camera, audio inputs, microphones (lav/handheld, wired/wireless).

H. For all events, ensures the video signal is successfully fed, posted, or transferred to the town’s video/media platform.

I. For all events, coordinates as needed with those conducting the meeting or event. 

J. Coordinates regularly with supervisor about times and days available in advance of assignments.

K. Performs other duties as required.

ESSENTIAL QUALIFICATIONS:
Education and Experience:
A. High school graduate or GED equivalent.

B. Experience working with video equipment

C. Experience working in customer service.

Necessary  Knowledge, Skills and Abilities:

A. Ability to work alone in a professional setting.

B. Ability to multi-task successfully.

C. Ability to communicate professionally and effectively.

D. General comfort with electronic equipment, video systems, and computer programs, used live in public settings.

E. Ability to receive assignments (often during evening hours) and to travel to the work location on short notice and remain there until the event or meeting concludes.
 Preferred Knowledge, Skills, and Abilities:

A. Experience with multi-camera switching is a plus, but not required.

B. Experience with lower-third and basic graphics is a plus, but not required.

C. Experience with Tightrope Media Systems playback system is a plus, but not required.

D. For specific equipment, paid training will be provided on location.

SPECIAL REQUIREMENTS:
A. Must be available on short notice (Government meetings require only 48 business hours notice prior to being conducted) and during evening hours. 

B. Must be 18 years of age or older.

TOOLS AND EQUIPMENT USED:

PTZ (pan-tilt-zoom) cameras, camera control panels and console, and prosumer video cameras, audio inputs, microphones (lav/handheld, wired/wireless). Personal computer and cell phone.
PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing duties of the job the employee is frequently required to sit, stand, walk and talk or hear, use hands to finger, handle, feel or operate objects, tools or controls; and to reach with hands and arms. Close vision, the ability to adjust eye focus, eye-hand coordination, and finger dexterity are required by the position. 
Employee must occasionally lift and/or move up to 40 pounds. Involves regular lifting and carrying of chairs, tables, and video equipment. 

Employee may work for sessions up to 5 hours in length.
WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Mostly in meeting rooms not subject to extremes in temperatures, noise, odors, etc. May spend extended period of time at video console while operating video equipment. A few events occur out of doors, with outside weather conditions. 

SELECTION GUIDELINES:
Formal application with cover letter, rating of experience; oral interview that can include demonstration of ability with equipment, and reference check.
NOTES:

The examples of duties are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
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