WMUA

Department Director

Job Descriptions

(Tentative)
The Fund Drive Director

General Statement of Duties:

The Fund Drive Director coordinates all facets of the annual WMUA Fund Drive and other fund raising projects.

Qualifications:

* Applicant must be a full-time UMass undergraduate student.

* Applicant should demonstrate excellent organizational and time-management skills.

* Applicant must possess an understanding of good fiscal practices.

* Experience with computer database software is preferred.

Supervision Received:

The Fund Drive Director is supervised by the General Manager.

Supervision Exercised:

The Fund Drive Director maintains and directs a staff, as necessary.

Examples of Duties:

* Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

* Establish a schedule for air-time during the week of the Fund Drive.

* Solicit donations from local businesses to be used as telethon premiums. Set donation requirements for premiums. Work with Music Director and his/her staff to solicit records for premiums.

* Order regular station premiums and set donation requirements for same, in consultation with the Manager.

* Design and duplicate pledge sheets.

* Recruit staff for telephone answering, data entry, and mailing for the duration of the fund drive.

* Train on-air staff on the proper manner to solicit pledges.

* Maintain database of fund drive contributors.

* Collect and record all fund drive donations.

* Coordinate mailing of all fund drive premiums.
* Design and execute further fund raising activities as needed.
Payroll Commitment:

Fall Semester: Nine hours/week at current WMUA student hourly rate

Spring Semester: Seven hours/week at current WMUA student hourly rate
Music Director  

General Statement of Duties

The Music Director is responsible for acquiring, filing, and monitoring all recorded music at WMUA through seasonal play list mailings, and continual written and telephone correspondence with music distributors.

Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant should have considerable knowledge of all types of music and be willing to acquire records which reflect the various types of music broadcast on WMUA.

Supervision Received

The Music Director is supervised by the Program Director.
Supervision Exercised

The Music Director maintains and directs a staff.
Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

*
Maintain a wide variety of different music styles in the station's record library, with particular emphasis on new releases.

*
Supervise Block Captains in securing record service and compiling weekly playlists.

*
Publish playlists and mail them to record companies and radio stations on the WMUA mailing list.  Update the mailing list as necessary.

*
Create and maintain service relationships with as many record companies as possible in order to keep a constant supply of new releases in the station record library.

*
Maintain the record library in an organized, accessible, and secure manner.

*
Include comment sheets and additional information about new acquisitions on the record jacket or in the record sleeve.

*
Enforce WMUA policy by reporting instances of theft to the EComm.

Payroll Commitment

Eleven (11) hours/week at current WMUA student hourly rate

Music Librarian
General Statement of Duties
The music librarian’s main job will be involved with maintaining the music library at WMUA located in the Master Control Room (MCR) and the adjacent hallway.  
Qualifications

* Applicant must be a full-time UMass undergraduate student.

* Applicant should be organized, knowledgeable in library-related skills, and have a basic understanding of WMUA’s music programming philosophy. 
Supervision

* The Music Librarian is supervised by the Program Director.

* The Music Librarian maintains and directs a staff as necessary.
Examples of Duties

* Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

* Making sure that records are located in correct areas and arranged in alphabetical order.   

* Assuring that the MCR is organized and clean.

* Managing the record database, making sure the records and CD’s correlate correctly with existing library.

* Working with the current music director to determine what old records and CD’s are unnecessary to WMUA.  Also, the music librarian will be expected to help the music director, as well as any music block captains, to re-file any new records.

* Taking care of the music closet which includes being in charge of the sign-out sheet.

* Determining how to allocate space when more is needed.
Payroll Commitment

Five (5) hours/week at current WMUA student hourly rate 

News Editorial Director  

General Statement of Duties

The News Editorial Director is responsible for the content and gathering of local news as well as the assignment, scheduling and management of reporters.

Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant should be a strong writer, with a good news sense, with a considerable knowledge of current events and news reporting practices.

*
The ability to manage a department and staff.

Supervision Received

The News Editorial Director is supervised by the Program Director.
Supervision Exercised

The News Editorial Director maintains and directs a staff in cooperation with the News Operations Director.
Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

*
Assign WMUA News Staff to positions as anchors, producers and reporters, including the scheduling and staffing of all broadcast as assignment of beats and general news stories.

*
Oversee daily news-gathering by editing and supervising reporters.

*
Supervise the entertainment, crime, health and other specialty segment divisions of the News team.

*
Provide on-going feedback to newscasters on newscast quality as well as conduct periodic evaluations of staff.

*
Create and maintain ties with campus administration, RSOs and other news organizations, and arrange live broadcasts of important news events in consultation with the Program Director and News Operations Director.

*
Oversee communication within WMUA News staff by chairing meetings and maintaining staff rosters.

*
Oversee the proper operation and supply of the Associated Press News Desk, including the creation of broadcasts script formats for Nine/Noon Updates and daily half-hour Evening News broadcasts.

 *
Provide on-going feedback to newscasters on newscast quality as well as conduct   periodic evaluations of staff with the News Operations Director.

Payroll Commitment

Eleven (11) hours/week at current WMUA student hourly rate

News Operations Director  

General Statement of Duties

The News Operations Director is responsible for the training of the WMUA NEWS Staff in the practices and procedures of sound gathering, production and radio news broadcasting. 

Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant should have considerable knowledge of WMUA News department procedures.

Supervision Received

The News Operations Director is supervised by the Program Director.
Supervision Exercised

The News Operations Director maintains and directs a staff in cooperation with the News Editorial Director.
Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

*
Train and assist any interested person in the operations of the News Department, including operation of the news studio board, production techniques (digital editing, etc.), and on-air style.

*
Oversee the proper operation and supply of the Associated Press News Desk, including the creation of broadcasts script formats for Nine/Noon Updates and daily half-hour Evening News broadcasts.

*
Train and supervise a staff of news engineers.

*
Provide on-going feedback to newscasters on newscast quality as well as conduct periodic evaluations of staff with the News Editorial Director.

*
Aggressively recruit membership for the News team.

* 
Supervise production time, Marantz usage, and audio tapes for the News team.

Payroll Commitment

Eleven (11) hours/week at current WMUA student hourly rate

Office Coordinator
General Statement of Duties

The Office Coordinator assists the Manager with the daily operations of WMUA.
Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant must demonstrate excellent organizational skills and ability to prioritize tasks.
Supervision Received

The Office Coordinator is supervised by the Manager.
Supervision Exercised

The Office Coordinator maintains and directs a staff, as necessary.

Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

*
Attend a Student Activities Office Signature Responsibility Workshop and accept the responsibilities of signatory power.

*
Schedule meeting rooms for all WMUA meetings and other requested rooms for station business.

*
Retrieve WMUA mail and packages from SAO and CC loading dock and distribute to WMUA personnel every business day.

*
Maintain WMUA lobby bulletin board.

*
Record, post, and archive minutes of WMUA General Body meetings and Department Director meetings.

*
Monitor WMUA office supplies and order additional supplies as necessary.

*
Copy WMUA documents and flyers as necessary.

*
Other duties as assigned.

Payroll Commitment

Four hours/week at current WMUA student hourly rate

Outreach Director

General Statement of Duties:

The Outreach director is responsible for working with the Program Director to coordinate programming that reflects the interests and concerns of women, as well as Americans of African, Latino, Asian, Native American descent, people from the developing world, educates WMUA members about issues relating to these fields, and recruits women and members of ALANA communities and Developing World nations.  The Outreach director is also responsible for supervising the various Public Affairs program producers at WMUA.

Qualifications:

* Applicant must be a full-time UMass undergraduate student.

* Applicant should be knowledgeable of issues concerning oppression, civil and human rights, women’s rights, and global current events, and should have knowledge of RSO’s involved with women’s issues, and ALANA and Developing World communities.

Supervision Received:

The Outreach Director is supervised by the Program Director.

Supervision Exercised:

The Outreach Director maintains and directs a staff as necessary.

Examples of Duties:

* Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

* Produce 1 public affairs-related news stories/updates to be aired weekly on the WMUA News.

* Produce 1 public affairs-related promo spot and 1 public affairs-related PSA spot every week.

* Actively recruit a diverse WMUA membership and on-air staff by publicizing employment and volunteer opportunities with women’s groups and ALANA-related organizations at UMass and in the community.

* Serve as a liaison to campus and community women’s groups and ALANA-related organizations.
Payroll Commitment:

Five hours/week at current WMUA student hourly rate.
Production Director

General Statement of Duties

The Production Director is responsible for performing radio production work at WMUA. In addition to producing a substantial volume of recorded cartridges, the Production Director maintains all official WMUA (traffic) program logs, reporting log infractions monthly, and approves the quality of produced carts. The Production Director also assists the Program Director in supervising on-air staff for technical quality.
Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant should have excellent working knowledge of radio production equipment and techniques, and station regulations and policies.

Supervision Received

The Production Director is supervised by the Program Director.
Supervision Exercised

The Production Director maintains and directs a staff as necessary.
Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

*
Determine appropriate use of the production studio and schedule its use. Maintain security of production studio.

*
Assist the Training Director in approving the quality of on-air staff.

*
Approve content and production quality of all produced material for broadcast, in consultation with the Program Director.

*
Maintain archives of WMUA special programming and other material.

*
Maintain an inventory of production materials and station equipment, and lend such materials/equipment to station members as necessary.

*
Monitor WMUA's program logs for proper airing of underwriting acknowledgments, public service announcements, legal Ids, and adherence to WMUA and FCC policies.  Report infractions for violations of such policies and advise the Program Director when such infractions warrant the Program Director's disciplinary action.

Payroll Commitment

Seven (7) hours/week at current WMUA student hourly rate

Publicity Director  
General Statement of Duties

The Publicity Director is responsible for promoting WMUA, publicizing specific WMUA events, and cultivating positive public relations on campus and in the community. The Publicity Director is responsible for coordinating strategies to best promote station activities.

Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant should have knowledge of techniques of publicity and marketing.

*
Applicant must have a willingness to learn guidelines governing RSO activities and FCC guidelines governing activities of non-profit stations.

Supervision Received

The Publicity Director is supervised by the Manager.
Supervision Exercised

The Publicity Director maintains and directs a staff as necessary.
Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his or her supervisor.

*
Coordinate events to promote WMUA each semester, with the objective of making the station better known to a wider listening audience.

*
Coordinate distribution of the fall and spring Program Guides.

*
Produce and distribute posters, flyers, table tents, press releases and other materials as necessary to publicize station activities and events.

*
Maintain and update WMUA's display case located near the Campus Center Coffee Shop.

*
Coordinate station giveaways, except those giveaways associated with the telethon.

*
Aggressively recruit student membership for WMUA.

Payroll Commitment

Six (6) hours/week at current WMUA hourly rate.

Sales and Underwriting Director 

General Statement of Duties

The Sales and Underwriting Director solicits financial contributions from local businesses to underwrite WMUA programming and sells display ads for both the fall and spring program guides. The Director also coordinates other WMUA sales and revenue-generating promotional events.

Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant must be able to work outside the WMUA studios and travel to local businesses to meet prospective underwriters and/or advertisers.

*
Applicant must have leadership ability, and skills in developing and implementing training and personnel support for the underwriting sales force.

*
Applicant must also possess a courteous and amiable disposition, with good telephone and interpersonal skills.

Supervision Received

The Sales and Underwriting Director is supervised by the Manager.
Supervision Exercised

The Sales and Underwriting maintains and directs a staff, as necessary.
Examples of Duties

*
Attend biweekly station membership meetings, weekly department director meetings, and regular meetings with supervisor.

*
Solicit financial support from local businesses for WMUA programming throughout the year.

*
Prepare a weekly schedule of underwriting acknowledgments in advance for the Production Director, and write FCC-legal copy for such acknowledgments.

*
Sell advertising in Fall and Spring Program Guides, and obtain copy for use by the Visual Media Director to use in the Guides.

*
Work with the SU/CC Commission to coordinate WMUA's Campus Center concourse vending.

*
Collect, record, and promptly deposit all revenue.

*
Maintain detailed computer records of all inquiries.

*
Research and be familiar with federal regulations concerning the content of underwriting announcements.

Payroll Commitment

The Sales and Underwriting Director earns commission depending upon the nature of the deal: cash deals or trade deals.

Cash deals are a direct payment for on-air mentions, web banner, or program guide ads.  The person responsible for attaining the deal will be awarded a commission, upon receipt of payment from the vendor, equal to 15% of the total value of the deal.  Additionally, the person responsible for administering the deal (including, but not limited to, the mailing of ‘invoices’ and collection of money owed) will be awarded a commission, upon receipt of payment from the vendor, equal to 5% of the total value of the deal.

Trade deals are a trade for services: WMUA will trade and equivalent value on-air mentions, web-banner, or program guide ads for a vendor’s services or products.  The person responsible for attaining the deal will be awarded a commission, upon receipt of payment from the vendor, equal to 6% of the total value of the deal.  Additionally, the person responsible for administering the deal (including, but not limited to, the mailing of ‘invoices’ and collection of money owed) will be awarded a commission, upon receipt of payment from the vendor, equal to 2% of the total value of the deal.

All trade deals require must be deemed of ‘sufficient value’ to WMUA by the General Manager.  As rule of thumb, the General Manager will accept trade deals that entail products or services that WMUA would ordinarily pay for, however trades are not limited to deals of this kind.

Sports Operations Director

General Statement of Duties

The Sports Operations Director coordinates all business-related aspects of the Sports Department. This person should keep track of all the accounts of the Sports Department. 

Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant should have considerable knowledge of sports, both intercollegiate and professional.

*
Applicant must demonstrate organizational skills as well as knowledge of administrative duties.

Supervision Received

The Sports Operations Director is supervised by the Program Director.
Supervision Exercised

The Sports Operations Director maintains and directs a staff in cooperation with the Sports Production Director.
Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

*
Procure and coordinate underwriting for sports broadcasts contact in cooperation with the Sales and Underwriting Director.

*
Make all arrangements for broadcasting of remote sports events, including preemptions of air time, in consultation with the Program Director and the Sports Production Director.

*
Make arrangements for all out-of-town sports broadcasts, including car rentals, hotel accommodations, and phone line requests, in a timely manner.

*
Retrieve all information of teams from Sport’s Information Directors at UMass and rival schools.  

*
Act as a contact between the Athletic Departments and WMUA, especially pertaining to traveling with any UMass Team.

*
Keep records for all sports-related expenses and report them to the General Manager.

Payroll Commitment

Eleven (11) hours/week at current WMUA student hourly rate

Sports Production Director  

General Statement of Duties

The Sports Production Director coordinates all sports programming on WMUA, including regular sports casts, selected home and away intercollegiate games, and a weekly telephone talk program addressing the sports interests of the community.

Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant should have considerable knowledge of sports, both intercollegiate and professional.

*
Applicant must have a working knowledge of engineering sports broadcasts and must be able to train others to do the same.

Supervision Received

The Sports Production Director is supervised by the Program Director.
Supervision Exercised

The Sports Production Director maintains and directs a staff in cooperation with the Sports Operations Director.
Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

*
Procure and coordinate underwriting for sports broadcasts contact in cooperation with the Sales and Underwriting Director.

*
Make all arrangements for broadcasting of remote sports events, including preemptions of air time, in consultation with the Program Director and the Sports Operations Director.

*
Produce a schedule of broadcasters for sportscasts (games).

*
Schedule and produce regular sport reports during WMUA newscasts.

*
Act as a contact between athletic departments and WMUA.

*
Train sports staff in proper engineering of a sportscast (both at home and remotely), including use of the News and MCR studios, Comrex, Max-Z, Fieldfone, and Mirantz.

*
Provide feedback to sportscasters on broadcast quality.

*
Maintain Inventory of all Sports Equipment and communicate discrepancies and repairs to the Chief Engineer.

Payroll Commitment

Eleven (11) hours/week at current WMUA student hourly rate

Technical Director
General Statement of Duties

The Technical Coordinator maintains the functionality of all non-broadcast-related equipment, including, but not limited to, computers and their networks, printers, fax machines, and photocopiers. 

Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant should have excellent working knowledge of computer operating systems (Windows, MacOS, and UNIX), computer hardware, and computer networking, and should be able to diagnose and repair computer malfunctions.

Supervision Received

The Technical Coordinator is supervised by the General Manager.

Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

*
Diagnose and repair computer malfunctions.

*
Advise the General Manager on computer and office-related equipment purchases.

*
Train Department Directors and station staff in the use of WMUA computer systems when appropriate.

Payroll Commitment

Seven (7) hours/week at current WMUA student hourly rate

Training Director

General Statement of Duties

The Training Director is responsible for providing training and support to WMUA staff in all functions of radio.  The Training Director shall be responsible for the organization and implementation of Air-Clearance Training and DJ Retraining, and assist the News Directors, Sports Directors, and Production Director in training their staffs.

Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Applicant should have excellent working knowledge of radio production equipment and techniques, and station regulations and policies.  Applicant should become familiar with the training needs of various WMUA departments, especially News and Sports.

Supervision Received

The Training Director is supervised by the Program Director.

Supervision Exercised

The Training Director maintains and directs a staff of trainers Air-Clearance Training and DJ Retraining.

Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

*
Coordinate all aspects of training, including development of syllabi, scheduling of classes and test development.

*
Assist the Program Director in insuring a high level of quality on the air.

*
Notify the Production Director well in advance of training department use of the Production Studio.

Payroll Commitment

Seven (7) hours/week at current WMUA student hourly rate

Visual Media Director  

General Statement of Duties

The Visual Media Director is responsible for all facets of WMUA's Fall and Spring Program Guide and other visual media. The Director solicits submissions and coordinates production and printing of the Guide. The Visual Media Director assists all other department directors and station staff with visual media needs, and is responsible for coordinating specific projects as assigned.

Qualifications

*
Applicant must be a full-time UMass undergraduate student.

*
Prior experience in computer desk top publishing, editing, and/or graphic design is essential.

Supervision Received

The Visual Media Director is supervised by the Manager.
Supervision Exercised

The Visual Media Director maintains and directs a staff as necessary.

Examples of Duties

*
Attend biweekly station membership meetings, weekly Department Director meetings, and biweekly meetings with his/her supervisor.

*
Solicit submissions for the Program Guide from the WMUA station body.

*
Work with the Sales Director to coordinate allocation of advertising space and determination of copy deadlines.

*
Compare bids for printing costs and arrange printing.

*
Design the layout of the Program Guide, with emphasis on aesthetic quality and readability.

*
Design flyers, brochures and other promotion print items as directed.

Payroll Commitment

Six (6) hours/week at current WMUA student hourly rate

