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JOB OPENING
OPERATIONS ASSOCIATE POSITION DESCRIPTION

POSITION SUMMARY
This part time position, up to 25 hours a week, under the supervision of the General Manager (GM), will coordinate KCAW-FM operations and engineering projects with CoastAlaska technical staff, communicate technical knowledge to station staff.

POSITION DUTIES
1. Supervises automation and broadcast operations. Programs and maintains AudioVault, PRSS, and other technologies related to KCAW programming. Monitors and maintains background schedule in AudioVault.
2. Collaborates with CoastAlaska technical staff. Performs maintenance and support of broadcast hardware, software, and networks for KCAW’s FM and satellite systems. Monitors routing, playout, recording and streaming, working with CoastAlaska staff to implement changes or repairs.
3. Collaborates with KCAW staff and volunteers and supervises production services/facilities. Develops and replenishes on-air cuts and carts for PSAs, bumpers, and other interstitial content. Maintains live air-rooms, planning improvements and/or repairs when necessary.
4. Ensures operational compliance. Works with the GM on FCC compliance documentation. Serves as the Chief Operating Officer of KCAW. Schedules and monitors all EAS tests. Submits music licensing reports and coordinates Spinitron reporting periods.
5. Conducts volunteer training on operations with GM.
6. Performs other duties as assigned by the General Manager.

POSITION SUPERVISION
The Operations Associate reports directly to the General Manager.

POSITION QUALIFICATIONS
· Knowledge of and passion for community radio and KCAW’s mission.
· Ability to work under pressure with a wide variety of people.
· Experience with production and on-air performance preferred.
· Exceptional organizational and project management skills.
· Strong computer skills, particularly in the use of audio editing software and IP-based networking. 
· Technical knowledge of radio broadcast related equipment and audio equipment preferred.
· Ability to work with, train and support a diverse group of people and the ability to explain technical matters to non-technical beginners.
· Ability to work a flexible hours as necessary. Participates in rotation for 24-hour emergency response to and remediation of broadcast outages.



SALARY RANGE
This position is classified as range C under Coast Alaska’s salary plan.  Salary Range is between $21.04 and $23.30 an hour.

HOW TO APPLY
[bookmark: _bd2fycsi4dyc]Send a resume, cover letter and up to 3 references to generalmanager@kcaw.org. Applications accepted until position is filled.
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