SOUTH LEEDS COMMUNITY RADIO
seeks a
part-time STATION MANAGER
with overall responsibility for programme-making and scheduling
20 hours per week
Salary from £22,000.00 - £26,500.00 pro rata, based on a 40-hour full-time week,

i.e. £11,000.00 - £13,250.00, depending on skills and experience.
BACKGROUND
South Leeds Community Radio has been running in inner-south Leeds (Leeds 10 and 11) since November 2006. It is a company limited by guarantee with charitable aims, and has applied to become a charity.

The scope, aims and activities of the station are set out in the website, www.southleedscommunityradio.org.uk  A section of our Business Plan, attached, gives further information. The station has run 3 successful short broadcasts over the radio, and 3 further sets of webcasts. It aims to produce new programmes for streaming over the web and podcasting on a regular basis.
STAFFING
Currently the station has a part-time Director, who has overall responsibility for strategic direction and development; financial, business and staff management; fundraising and marketing, and for reporting to the board of directors.  There is a General Assistant, employed under the Foundation Placement Scheme as a trainee. A cleaner comes in every morning. There are around 50 active volunteers. 

The previous Station Manager having recently left, we now seek to appoint two part-time Station Managers, each working 20hpw on a flexible basis. We expect the two post-holders to work closely together, with some division of responsibilities according to skills and experience, but no rigid demarcation, and considerable liaison. Very broadly, we anticipate one post to be more concerned with programme-making and scheduling, while the other focuses especially on technical issues. Both jobs require post-holders to work flexibly with volunteers and the wider community, and to take responsibility for project management / co-ordination as and when required. 
JOB DESCRIPTION
A. Programme Production and scheduling
(1) Take responsibility for creating programmes for broad- and web-casting on South Leeds Community Radio, working with volunteers and members of the community, and ensure that the programme mix reflects the diverse target community, its interests, issues and music, that it provides information useful to the community and is well produced, thought-provoking and entertaining
(2) Take responsibility for producing a programme schedule that ensures an interesting and varied mix, with something to appeal to all sections of the community, and that gives fair representation in terms of sex, age, ethnicity, sexual orientation, interests and areas within the community
(3) Work with the Station Manager (Technical) to ensure that programmes are regularly produced, and that they are streamed over the internet and podcast, and/or broadcast over the radio

(4) Work with the Station Manager (Technical) to investigate the means of broadcasting live on location as and when the funds to undertake this become available 
(5) Liaising with the Director, ensure that all broadcasting and copyright licences are in place
B. Community Outreach, Awareness and Engagement

(6) Gain and maintain a good working knowledge of the local area, its demographics, key community, third, private and public sector contacts, networks and partnerships 

(7) Participate in existing local, city-wide, regional and national networks as appropriate
(8) Represent South Leeds Community Radio at events, and present information about the station to audiences as required

(9) Share responsibility with the Station Manager (Technical) for the South Leeds Community Radio Roadshow, going out with it to local festivals and events if necessary and ensuring volunteer DJs are booked and arrive to play music as scheduled

C. Volunteer recruitment, training, support and co-ordination
(10) Share responsibility for the recruitment, training and support of individual volunteers, being aware that while some are able to be autonomous, others need ongoing support to produce programmes, with content, IT, technical input or both; some volunteers may have very limited knowledge of IT
(11) Take responsibility for managing the co-ordination of volunteers when programmes are produced and training takes place to ensure that this takes place smoothly and that volunteers have the equipment, knowledge and resources they need

(12) Ensure that the volunteer base is diverse in terms of sex, age, ethnicity, background, interests and areas within the community, and that equality of opportunity and anti-discriminatory behaviour is a reality at the station
(13)            Ensure that volunteers who require it have CRB checks, enabling them to obtain these where necessary
(14) Gain a good working knowledge of all policies and procedures and ensure that you implement them at the station 
D. Technology Management and Development
(15) Keep aware of new technological developments and liaise with the Station Manager (Technical) about the desirability and practicality of introducing them at the station
(16) Keep aware of changes and developments in websites in general, and working with other staff, participate in developing the South Leeds Community Radio’s own website, ensuring it is up to date and taking advantage of new technical developments; in the absence of the Station Manager (Technical), liaise with the web hosting company; learn the Content Management System and be able to alter and update content when necessary
(17) Use your IT and technical knowledge to provide first line trouble shooting, referring problems initially to the Station Manager (Technical), and if s/he is unavailable or unable to resolve them, in liaison with the Director contact  IT, audio and transmission technicians as required to carry out additional work for the station
(18) Provide first line basic technical support to studio hire clients where the services of the technical Station Manager are not required
(19) Provide back-up to the Station Manager (Technical) and Director in ensuring that  additional equipment is added to the Station’s assets

(20) Ensure that the station meets all health and safety requirements  and provide back-up to the Station Manager (Technical) and Director in ensuring that PAT testing takes place as and when required
(21) Supervise the lending and return of equipment, including the Roadshow, and provide back-up to the Station Manager (Technical) in making sure it is in good condition

(22) Ensure that the station and its output meet all legal requirements including Ofcom licensing, transmission and music copyright.

(23) Provide back-up IT and technical support to volunteers 

E. Project Management

(24) Manage certain individual projects that the Radio Station may develop, with assistance as required

F. Staff Management

(25) Manage staff as required

G. Administration

(26) Follow existing administrative systems for stationery orders, petty cash and similar issues, suggesting improvements where necessary and implementing these with agreement. Generate own emails and letters, writing appropriately according to the recipient and the desired outcome. Follow existing on-line and paper-based systems for information storage and retrieval, ensuring that material is accessible to other members of the team.
H. Liaison with Station Manager (Technical)

(27) Take equal responsibility for managing the workload, reporting and areas of overlapping responsibility with the Station Manager (Technical) so that both posts operate effectively. 
I. Miscellaneous
(28) Carry out other work that may be reasonably required 
SOUTH LEEDS COMMUNITY RADIO

STATION MANAGER with responsibility for programme-making and scheduling.

PERSON SPECIFICATION
Essential 

· Knowledge and experience of producing radio programmes, and of scheduling programmes for broadcast

· Experience of community outreach and working with community groups and volunteers 
· Understanding of the ethos of community radio and participatory media
· Experience of volunteer support and management
· Experience of running training courses in radio skills.

· Experience of people management
· Familiarity with and sensitivity to the culture of the multicultural inner-city and social housing estates 
· Ability to work and get on well with a wide range of people from diverse backgrounds, from local unemployed people to MPs, directors and senior managers
· General understanding of the technical aspects of radio production

· Experience of record-keeping and monitoring

· Available to work flexible times, including some weekends and evenings

· Excellent communication skills, written and verbal

· Possession of keyboard skills and a good working knowledge of MS Office skills, especially word processing and spreadsheet; willingness to update these where necessary (training may be supplied)

· Ability to undertake own administration and to generate own correspondence appropriately e.g. knowledge of how to set out a formal letter, ability to use grammar and punctuation correctly
· Understanding of, and agreement with, the ethos, aims and objectives of South Leeds Community Radio
· Understanding of, and agreement with, the practice of equal opportunities, safeguarding, social inclusion and community cohesion
· Possession of, or willingness to obtain, enhanced CRB clearance
· Willingness to organise space and use of equipment and facilities to accommodate the needs of staff, volunteers and learners on the premises 

· High level of initiative, a solution-finding attitude, and willingness to work as part of a small, creative, committed, flexible team
Desirable

· Knowledge of radio production software, and ability to edit programmes 
· Experience of working or volunteering with community radio 

· Experience of running an RSL (short-term) broadcast
· Experience of organising the production and distribution of marketing and publicity materials 
· Experience of accredited portfolio / competence-based training such as that accredited by the Open College Network 

· Experience of output-related funding streams and reporting to funders

· Understanding of radio regulatory and copyright issues
· Full driving licence

· Own car, and willingness to use this in the course of the work (travel expenses will be refunded)
Skills and experience may have been gained in a paid or a voluntary capacity.
Place of work
South Leeds Community Radio is based in accessible premises on the first floor at Hillside, Beeston Road, Leeds LS11 8ND. There is a lift. Hillside is a listed building, a Victorian Primary School converted for business and community use by Tiger11, a social enterprise. There is a cafe serving lunch from Monday to Friday. Staff parking is available at no charge; free on-street parking is also available. 
Terms and Conditions

As well as statutory employment terms, the following contractual terms apply:

Holiday

25 days a year plus bank holidays, pro-rata (134 hours).
Sick leave

Up to 10 full days in any one year will be paid at the usual salary rate, on production of a sick note where applicable.

Please note:

Union membership

The relevant union is BECTU (the Broadcast, Entertainment, Cinema & Theatre Union). Staff are encouraged to join.
