
 
 

JOB DESCRIPTION 
 

Position Title:    Fundraising & Special Projects Producer 
Reports to:         Senior Director, Fundraising & Special Projects 
Classification:    Non-exempt 
Date:                  March 2021 
  
I. Summary/Objective  
The Fundraising & Special Projects Producer coordinates all aspects of individual station pledge and on-air pledge 
opportunities designed to meet revenue and membership engagement goals. Develops, produces and coordinates the 
production and pre-production of all associated television and radio needs, including all live or pre-taped TV and radio 
pledge drives and TOOPS (Target Of Opportunity Pledge).  
 
II. Essential Functions 

1. TV and Radio Pledge Drives  
a. Develop and produce all elements needed for the production of all on-air and virtual 

fundraising productions on WNED-TV, WBFO, WNED Classical, Capital Campaign and PBS 
national pledge events.  

b. Create and maintain essential documents to coordinate with talent, traffic and outside 
vendors. 

c. Schedule, train and supervises crew and talent; coordinate special guest visits.  
d. Coordinate ticket deals by working with our vendors, Vice President of Membership, and 

the pledge taskforce team. 
e. Work with off-site closed captioning company to coordinate for live and taped 

productions.  
f. Collaborate with Corporate Communications for on-air needs with graphics, including 

pledge stills  
g. Supervise and coordinate studio and field shoots.   
h. Create analysis and comparisons for mid and post pledge drive.  
i. Create TV program revenue reports for PBS and send projections to the operator/call 

overflow service. 
j. Assist Senior Director to create roll-in materials, promos, and spots; produce virtual pledge 

events for national distribution.   
k. Assist with production of core pledge programs, and manage related activities such as 

editing, promos, uplinks, station relations, and talent relations.  
l. Develop, create and communicate membership messages to viewers and listeners during 

WNED-TV, WBFO & WNED Classical interstitial breaks outside of pledge, to support year-
round fundraising efforts.  

m. Communicate and coordinate all aspects of campaigns to the following departments: 
programming, production, engineering, membership, graphics, communications and 
traffic. 

 
2. Other Fundraising Productions  

a. Assist in production and development of fundraising spots for all stations 
b. Produce Antiques Home Show promotion night 
c. Supervise video needs for JoAnn Falletta International Guitar Concerto Competition.  



 
d. Coordinate virtual pledge events for national distribution.   

 
III. Required Education and Experience 

1. Bachelor’s degree in Broadcasting, Television Production, Marketing or other related field or 
equivalent work experience. 

2. 2+ years’ experience in television production. 
3. Demonstrated experience in fundraising initiatives to include developing fundraising events. 
4. Strong writing, grammar, and verbal communication skills essential. 
5. Must have the ability to work under constant deadlines and have strong organizational skills. 
6. Enthusiastic, motivated, innovative, problem-solving, creative team player. 

 
IV. Supervisory Responsibility 
This position has no supervisory responsibility. 
 
V. Position Type/Expected Hours of Work 
This is a full-time position. Core business hours are Monday through Friday, 8:30 am to 5 pm, 40 hours per 
work week.  Must be able to work a flexible schedule which includes working multiple nights, irregular hours, 
early mornings, weekends and holidays as needed. 
 
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  
This is largely a sedentary role; however, some filing is required. This would require the ability to lift files, open 
filing cabinets and bending or standing on a stool as necessary.  
  
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  
Buffalo Toronto Public Media is an Equal Opportunity Employer committed to excellence through diversity and 
inclusion.  
 


