
 

   

 

 

JOB DESCRIPTION 
 

Position Title:  Post Production Editor / Producer 
Reports to:  Executive Producer 
Classification:   Full Time, Exempt 
Date:   October 2021 
  
I. Summary/Objective  
This position is responsible for post-production editing of local, national, and digital productions as assigned. 
This position is also responsible for producing, including research and writing, budgeting and scheduling, field 
and studio production, post production and completion.  
 
II. Essential Functions 

1. Edit post production offline and online of all assigned productions and projects. 
2. Research, produce, edit and package long and short form digital content for a variety of distribution 

platforms including television and radio broadcast, on line streaming, social media channels, and 
apps. 

3. Collaborate with program producers to understand production requirements.  
4. Organize and manage needed media and materials used in post-production. 
5. Quality control throughout the entire post production editing process by maintaining 

technical specifications as dictated by PBS, Buffalo Toronto Public Media and industry 
standards. 

6. Design and implement graphics and digital effects for productions as needed. 
7. Collaborate with Production Coordinator to understand and meet all deliverable requirements. 
8. Perform first line preventative maintenance on post production equipment. 
9. Serve as Studio Producer / Field Producer on productions. 

 
III. Required Education and Experience 

1. Bachelors’ degree in related field preferred. 
2. 5+ years’ experience as an Editor working on a variety of digital and broadcast productions. 
3. Highly skilled using various editing software packages and demonstrated experience editing with 

AVID Media Composer. 
4. Demonstrated experience in writing and producing content for digital and broadcast platforms. 
5. Knowledge of Adobe Suite including Adobe After Effects is preferred. 
6. Exceptional project management skills with the ability to manage concurrent projects. 
7. Stays current on new trends and technologies related to video post production. 
8. Familiarity of current and emerging digital and social platforms. 

 
Supervisory Responsibility 
None.  
 
IV. 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.  Hours will vary and may include nights and weekends based on assigned projects.   
 



 

   

 

V. Travel 
Travel is primarily local during the business day, although some out-of-the-area and overnight travel may be 
expected.  
 
VI. 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.  
  
VII. 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.  
 
VIII. EEO Statement  
Buffalo Toronto Public Media is an Equal Opportunity Employer committed to excellence through diversity and 
inclusion.  
 
 


