
 

 
 
 

JOB DESCRIPTION 
 

Position Title:  Broadcast & Education Associate 
Reports to:  VP of Broadcasting Services and Director of Education and Outreach 
Classification:   Non-exempt  
Date:   August 2020  
 
I. Summary/Objective  
Primarily responsible for providing timely administrative support to Buffalo Toronto Public Media's 
Broadcasting and Education and Outreach departments as assigned. This position provides support to 
broadcast services through development of project and broadcast reports, research and analysis of broadcast 
trends, and customer service to viewers and listeners. This position will also support station education and 
outreach activities as well as maintain advisory group member lists, meeting schedules, correspondence, 
hospitality and minute taking.  
 
II. Essential Functions 

1. Coordinates Audience Services activities that include, but are not limited to, answering audience 
phone calls and emails, scheduling volunteers, and maintaining Audience Services logs and reports. 

2. Conducts research specific to station initiatives and TV and radio broadcasting needs. Includes but 
not limited to ratings trends in the US and Canada, streaming analytics, and audience reach on all 
stations. 

3. Compiles and analyzes monthly and quarterly ratings reports for radio and TV. 
4. Proofs and distributes monthly TV schedule to other departments as well as outside vendors (US 

and Canadian Nielson and TV Guide Canada). 
5. Updates WNED-TV schedule weekly with US Nielson and monthly with Canadian Nielson. 
6. Compiles quarterly topic and issues report for TV. 
7. Supports educational outreach activities which can include: workshops, educator trainings, and 

family outreach activities. 
8. Assists with engagement events, for example but not limited to, virtual town hall / community 

forums or activities at the station or in the community.   
9. Assists with activities of the Community Advisory Board, Education Services Committee and any 

other education or community advisory groups the station convenes; activities include, but are not 
limited to, maintaining advisory directories, managing communications, planning meetings, 
transcribing and distributing minutes, and archiving documents. 

10. Provides full administrative support to Education and Outreach and Television Programming. 
11. Collaborates with a variety of station departments on organization initiatives. 
12. Serves as the department representative on the Staff Advisory Committee. 

 
III. Required Education and Experience 

1. High School Graduate or equivalent required, Associate’s degree preferred. 
2. 1+ years’ experience in an administrative and or customer service role. 
3. Strong verbal and written communication abilities with customer service centered approaches to 

work and community based efforts. 
4. Advanced level experience in Microsoft Office Suite required. 
5. Detail oriented self-starting, organized professional with a passion for data. 
6. Ability to communicate with diplomacy and professionalism while representing Buffalo Toronto 

Public Media to members, volunteers, educators, parents and children, and students of all ages. 
  



 

 
 
 
 

7. Ability to multi-task by working on various projects simultaneously within a productive station and 
team environment. 

8. Ability to work a flexible schedule sometimes involving evenings & weekends. 
9. An affinity for PBS and NPR programming is a plus. 

 
IV. Supervisory Responsibility 
Monitor Audience Services volunteers and maintain the volunteer schedule. 
 
V. Position Type/Expected Hours of Work 
This is a full-time position. Hours of work are Monday through Friday, 8:30 a.m. to 5:00 p.m., 40 hours per 
week. Some evenings and weekends may be required. 
 
VI. Travel 
Travel is primarily local during the business day, although some out-of-the-area and overnight travel may be 
expected.  
 
VII. 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. This is largely a sedentary role; however, some lifting of 
supplies (up to 25 pounds) may be required. 
  
VIII. Other Duties 
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties 
or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may 
change at any time with or without notice.  
 
IX. EEO Statement  
WNED | WBFO is an Equal Opportunity Employer committed to excellence through diversity and inclusion.  
 


