
 
 

JOB DESCRIPTION 
 

Position Title:   Reporter 
Reports to:        Director, WBFO 
Classification:   Full-Time, Non-Exempt  
Date:                  October 2018 
  
I. Summary/Objective  
The reporter is responsible for compiling, writing, producing and delivering news stories, interviews, features 
and other elements. Responsibilities include updating the station’s website, producing multimedia content and 
preparing other program elements. The reporter will also contribute to collaborative news-gathering activities, 
including the development of long-range series and enterprise stories.  The reporter will curate a WBFO news 
desk, leading our coverage of that topic and becoming a beat reporter for that subject matter. The reporter 
will also serve as a fill-in anchor and help with on air membership drives 

 
II. Essential Functions 

1. Serves as general assignment news reporter, researching, interviewing, writing and producing 
content.  

2.  Regularly develops ideas for and creates longer-form NPR style, in-depth enterprise news reports, 
with a concentration of stories for a particular WBFO news desk 

3. Covers breaking news as warranted.  
4.  Accurately informs, entertains and engages specific audiences and media platforms through 

thoughtful analysis of complex issues.  
5. Performs other general newsrooms tasks that include making check calls, following up on stories, 

updating files and fielding phone calls.  
6. Provides all appropriate elements for stories (i.e. photos, videos and graphics). Captures basic 

photos and video as needed. 
7. Develops content strategies to include print, branded digital platforms, traditional and emerging 

social media, events, apps and curation of contributed and expert content. 
8. Responsible for producing, writing, updating station’s website under the supervision of the 

newsroom management team.  
 
III. Required Education and Experience 

1. Bachelors’ degree in journalism, broadcasting or related field. 
2. 2 - 4 years’ of experience as a reporter, public radio experience preferred.  
3. Demonstrated ability to develop and report complex stories and issues with outstanding skills in 

writing and editing. 
4. Experience in maintaining the high journalistic standards including objectivity, balance and 

fairness. 
5. Ability to work under extreme deadline pressure. 

 
IV. Supervisory Responsibility 
This position has no supervisory responsibilities. 
 
V. Position Type/Expected Hours of Work 



 
This is a full-time position. Hours of work are typically Monday through Friday, 8:30 a.m. to 5:00 p.m., 40 hours 
per week but may vary according to coverage needs. 
 
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.  
 


